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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS) 

►        CLASS  TITLE:   LABORATORY  TRAINEE  CODE:   2401 

.        CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision  and  in  the  capacity  of  a  trainee,  learns  the  skills  re- 
quired to  do  a  variety  of  laboratory  work  starting  with  a  basic  introduction  to 
equipment,  materials,  liquid  solutions,  techniques,  and  progressing  to  the  perfor- 
mance of  elementary  laboratory  work,  with  close  watch  over  all  specific  details  in 
the  cleaning  and  preparing  of  laboratory  equipment  for  a  variety  of  tests;  assists 
in  the  preparation  of  simple  solutions;  engages  in  on-the-job  training  and  partici- 
pates in  a  related  educational  program  to  help  the  trainee  perform  laboratory  work. 

Requires  responsibility  for:   Following  established  methods  and  procedures  and  well- 
defined  instructions,  both  oral  and  written;  attending  prescribed  education  program. 
Nature  of  work  involves  some  exposure  to  minor  accidents,  toxic  solutions,  and  dis- 
agreeable elementso 

EXAMPLES  OF  DUTIES: 

10   Receives  training  in  the  cleaning  and  sterilization  of  laboratory  glassware 
and  equipment,, 

2„   As  a  trainee,  learns  a  variety  of  laboratory  techniques  and  procedures. 
3<>   Learns  fundamentals  of  mixing  various  liquid  solutions,, 

40   Learns  to  set  up  equipment  and  materials  for  laboratory  tests;  may  assist 
laboratory  helpers  and  technicians  in  simple  tests, 

50   Learns  to  index  laboratory  records  dealing  with  various  tests  and  work  per- 
^^     formed, 

^^  6,   May  perform  routine  clerical  work  involving  light  typing;  may  assist  in  re- 

quisitioning supplies,, 

^       MINIMUM  QUALIFICATIONS: 

Persons  appointed  to  positions  in  this  classification  must  be  within  the  category  of 
those  for  whom  the  Economic  Opportunity  Act  or  other  similar  Federal  and  State  legis- 
lation is  intended  to  benefit. 

Training  and  Experience:   Completion  of  the  orientation  period  established  by  the 
California  State  Employment  Service. 

Knowledge,  Abilities  and  Skills:   Requires  aptitude  to  learn  laboratory  work;  pos- 
session of  some  manual  dexterity* 

Requires  Ability  tos   Learn  tQ.  follow  oral  and  written  instructions;  to  adapt  to  con- 
ditions and  requirements  of  a  laboratory. 


ADOPTED:   May26,  1969 


SAM  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE?  LABORATORY  HELPER  CODE:   2402 

CHARACTERISTICS  OF  THE  CLASS? 

Under  immediate  supervision,  performs  a  variety  of  simple,  routine, 
non-professional  laboratory  duties,  such  as  cleaning  and  preparing  glass- 
ware and  equipment?  preparing  simple  solutions  and  assisting  in  setting 
up  test  equipment?  and  performs  related  duties  as  required <> 

Requires  normal  responsibility  for?  following  established  methods 
and  procedures;  preventing  moderate  losses  through  the  efficient  handling 
and  safeguarding  of  equipment,  materials  and  supplies;  making  regular 
personal  contacts  with  other  than  coworkers;  keeping  routine  records<> 
Work  area  may  be  somewhat  disagreeable  and  may  include  exposure  to  minor 
accident  or  health  hazardSo 

EXAMPLES  OF  DUTIES s 

lo  Washes  and  dries  glassware  in  chemistry  laboratory,  using  deter- 
gents., rinsing  acid  solutions  and  distilled  water;  dries  equipment  and 
stores  in  proper  place  according  to  type,  volume  and  intended  use;  cleans 
laboratory  as  directed  or  as  necessary, 

2,  Pipettes  small  amount  of  reagents  into  test  tubes  for  specific 
purposes?  makes  up  percentage  reagents  for  chemical  laboratory  according 
to  established  procedures  and  purposes© 

3°  Prepares  filtrate  setups  in  conjunction  with  blood  transmissions; 
measures  reagents  into  flasks,  prepares  funnels,  tubes  and  filter  paper 
setup;  and  arranges  laboratory  glassware  and  reagents  in  proper  sequence. 

4°  May  work  in  a  bacteriological  laboratory  and  assist  with  clean- 
ing operations,  supplying  necessary  chemicals,  test  tubes,  bottles  and 
supplies;  sterilizes  all  bacterid ogcial  specimens  and  glassware, 

5»  Assists  in  preparing  bacteriological  culture*  fac  use  by  tech- 
nicians? uses  analytical  balance;  dispenses  media  into  bottles;  prepares 
periodical  pipettes  and  other  test  equipment, 

6,  Sterilizes  meedles,  syringes  and  instruments  used  by  technicians? 
may  perform  related  miscellaneous  duties  such  as  keeping  solution  bottles 
filled;,  required  supplies  on  hand  and  preparing  labels  for  accurate  and 
specific  designations  of  solutionso 

7<>  May  keep  simple  records  of  tests  and  work  performed,  as  directed 
by  laboratory  technicians, 

MINIMUM  QUALIFICATIONS  § 

Training  and  Experiences  Requires  completion  of  high  school,  supple- 
mented by  one  year  of  experience  in  performing  the  duties  of  a  laboratory 
helper  as  described  above?  or  an  equivalent  combination  of  training  and 
experience o 

Knowledge9  Abilities  and  Skills s  Requires  a  good  knowledge  of?  spec~ 
ial  care  and  handling  of  laboratory  glassware;  methods  and  procedures  used 
in  thorough  cleaning  and  sterilizing  of  laboratory  equipment:  correct  pro- 
cedures used  in  making  up  simple  chemical  reagents  and  media. 

Requires  elementary  skill  and  ability  tos  make  simple  calculations? 
make  and  keep  simple  records  and  reports;  follow  written  and  oral  instruc- 
ions?  get  along  well  with  others, 

PROMOTIVE  LINES?  To?  Senior  Pharmacy  Helper 

From?  Original  entrance  examination 
Porter 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  SENIOR  LABORATORY  ASSISTANT  CODE:  2l|03 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  perforins  a  variety  of  responsible  non- 
professional tasks  in  a  laboratory  in  the  preparation  of  materials  and 
equipment  used  in  laboratory  activities;  may  supervise  a  small  group  of 
subordinates  so  engaged;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining  to  other 
laboratory  personnel  established  methods  and  procedures  relative  to 
laboratory  activities;  routine  personal  contacts  with  hospital  personnel; 
maintaining  a  variety  of  records  on  receipt  and  disbursement  of  laboratory 
supplies  and  on  other  activities.  Work  areas  may  be  somewhat  disagreeable 
and  may  include  exposure  to  minor  accident  and  health  hazards, 

EXAMPLES  OF  DUTIES: 

1.  Processes  and  cleans  glassware  for  the  biochemistry,  steroid- 
lipid  and  hematology  sections  with  close  attention  to  specific  procedures 
involved  in  the  handling  of  glassware  for  each  department;  prepares 
specialized  laboratory  equipment  to  be  used  in  the  various  sections  of 
the  laboratory,  such  equipment  involving  difficult  or  delicate  handling; 
perform  or  supervises  the  cleaning  and  preparation  of  isotope  equipment 
and  glassware;  personally  handles  more  delicate  equipment  employed  in 
isotope  procedures, 

2.  May  supervise  and  assign  work  to  a  group  of  subordinate 
employees  engaged  in  the  cleaning,  care  and  preparation  of  a  variety  of 
laboratory  equipment;  maintains  records  of  supplies  received  and  dis- 
bursed; keeps  inventory  of  supplies  and  equipment  and  other  records  of 
laboratory  operation;  assures  that  proper  bacteriological  supplies  and 
equipment  are  on  hand;  maintains  an  inventory  of  culture  media  and  related 
reagents. 

3.  Assures  that  supplies  and  equipment  necessary  for  specific 
procedures  are  set  up  in  the  chemistry,  hematology  and  steroid  laboratories; 
may,  in  the  absence  of  the  supervisor,  assume  responsibility  for  the  receipt 
of  shipments  of  supplies  and  equipment. 

Lu  Prepares  a  variety  of  stains  and  reagents  used  in  the  micro- 
biology section  and  in  the  ward  laboratories  for  routine  tests  such  as 
urinalysis,  gastric  analysis,  red  and  white  blood  cell  counts;  pipettes 
accurately  small  volumes  of  reagents  into  test  tubes  and  other  containers 
used  for  the  collection  of  specimens, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  sup- 
plemented by  three  years  of  experience  in  performing  the  duties  of  a 
laboratory  helper  as  described  above  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of: 
methods  and  procedures  employed  in  the  supply,  cleaning,  care  and  setting 
up  of  a  wide  variety  of  materials  and  supplies  used  in  the  laboratory; 
procedures  used  in  making  up  a  variety  of  simple  chemical  preparations 
and  media. 


CLASS   TITLE:     SENIOR  LABORATORY  ASSISTANT 

(Cont'd)  CODE:      2l±03 


Requires  ability  to  make  arithmetic  calculations]  keep  records  of 
activities  and  procedures  supervised  and  followed;  explaining  methods  and 
procedures  to  subordinates. 

PROMOTIVE  LINES: 

To:    No  normal  line  of  promotion 

From:  Laboratory  Assistant 
ADOPTED:   2/17/66 


J» 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS) 

CLASS  TITLE:   LABORATORY  APPRENTICE  CODE:   2404 

CHARACTERISTICS  OF  THE  CLASS: 

Under  close  supervision,  performs  bacteriologic,  parasitologic,  serologic  and 
related  laboratory  tests  and  examinations  in  a  training  capacity;  receives  orientation 
and  guidance  in  the  application  of  laboratory  methods  in  various  aspects  of  public 
health  microbiology;  and  performs  related  duties  as  required. 

Requires  responsibility  fort   Following  established  methods  and  procedures  in 
learning  the  skills  required  to  perform  scientific  tests  and  investigations  in  a 
public  health  laboratory. 

DISTINGUISHING  FEATURES: 

As  a  trainee,  receives  instruction  on  a  rotational  basis  through  the  various 
functional  areas  of  the  public  health  microbiology  laboratory.  This  classification 
is  designed  to  provide  training  of  college  graduates  in  microbiological  techniques. 
Such  training  is  required  in  order  to  meet  the  State  of  California  legal  requirements 
for  certification  as  a  Public  Health  Microbiologist. 

EXAMPLES  OF  DUTIES: 

1.  Performs  microbiological  examinations  for  the  detection  and  identification 
of  microbial  agents  of  disease  using  well  defined  procedures. 

2.  Performs  microbiological  examinations  of  water,  dairy  products  and  shell 
fish  in  order  to  determine  their  fitness  for  human  consumption. 

3.  Performs  serological  and  biochemical  examinations  to  assist  in  the  detec- 
tion, definition  and  control  of  diseases. 

4.  Assists  in  the  preparation  of  stains,  culture  media  and  reagents;  performs 
other  laboratory  examinations  as  required. 

5.  Reads  assigned  material  from  scientific  literature  relating  to  microbio- 
logical theory  and  procedure,  public  health  principles,  and  other  pertinent  subjects. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college  or  univer- 
sity, with  a  baccalaureate  degree,  with  major  course  work  in  medical  or  public  health 
bacteriology  or  microbiology. 

A  major  other  than  those  listed  above  may  be  substituted  provided  the  transcript 
shows  completion  of  24  semester  units  in  courses  associated  with  public  health 
bacteriology  and  microbiology  as  determined  by  the  Department  of  Public  Health. 

Applicants  must  secure  approval  as  a  Public  Health  Microbiologist  Trainee  from 
the  State  of  California  Department  of  Public  Health  prior  to  the  start  of  their 
training. 

Knowledge,  Abilities  and  Skills;   Requires  some  knowledge  of:   The  fundamentals 
of  bacteriology,  parasitology,  serology,  mycology,  virology,  hematology,  and  of  re- 
lated laboratory  procedures  and  techniques. 

Requires  ability  and  skill  to:  Use  and  care  for  various  items  of  laboratory 
equipment  commonly  used  in  a  medical  laboratory;  follow  oral  and  written  instructions 
and  keep  accurate  records  of  laboratory  work. 


Adopted:   9/5/73 


CLASS  TITLE:   PHARMACY  HELPER  CODE:   2li06 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  number  of  simple,  routine 
non-professional  tasks  in  an  institution  pharmacy  in  connection  ■with,  the 
filling  of  drug  orders;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures;  achieving  moderate  economies  and/or  preventing  moderate 
losses  through  the  careful  handling  and  safeguarding  of  pharmacy  equip- 
ment, materials  and  supplies;  making  limited  personal  contacts  with 
patients  and  other  members  of  the  staff;  keeping  simple  records.  Work 
involves  occasional  exposure  to  health  and  accident  hazards  and  disa- 
greeable elements. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  various  simple  solutions  such  as  mouthwashes,  salt 
solutions,  and  others;  fills  bottle  containers  and  places  in  stock. 

2.  Fills  small  containers  of  non-prescription  drugs  from  bulk 
containers. 

3.  Washes  bottles,  jugs  and  other  containers. 

k°     Unpacks  cases  and  other  containers  of  non-prescription  drugs 
and  stores  same. 

5.  Fills  drug  orders  for  many  non-prescription  items  carried  in  a 
pharmacy,  from  written  or  oral  orders. 

6.  Picks  up  empty  metal  drag  boxes;  delivers  filled  containers  to 
those  ordering  drugs  and  pharmacy  materials  and  supplies. 

7.  Keeps  the  pharmacy  in  clean  and  orderly  condition. 

8.  May  perform  the  duties  of  a  porter  or  messenger;  and  performs 
related  and  miscellaneous  tasks,  as  required  or  directed, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  one  year  of  experience  in  performing  the  duties  of  a 
porter,  shipping  and/or  receiving  clerk,  stock  boy  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  general  working  knowl- 
edge of  stockroom  duties  and  procedures. 

Requires  ability  to:  follow  oral  and  written  instructions  and 
directions;  get  along  well  with  others;  stoop,  reach,  lift  and  carry. 

PROMOTIVE  LINES: 

To:  Senior  Pharmacy  Helper 

From:  Original  entrance  examination 
Porter 


CLASS  TITLE:   SENIOR  PHARMACY  HELPER  CODE:   2ii08 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  the  duties  of  a  pharmacy  helper  in  the 
simple,  non-professional  tasks  involved  in  filling  drug  orders  in  an 
institution  pharmacy;  in  addition,  directs  the  work  of  a  small  crew  of 
pharmacy  helpers  in  performing  such  duties;  and  performs  related  duties 
as  required. 

Requires  responsibility  for  carrying  out  and  explaining  existing 
methods  and  procedures;  achieving  moderate  economies  and/or  preventing 
moderate  losses  through  the  enforcing  of  careful  handling  and  safe- 
guarding of  pharmacy  equipment,  materials  and  supplies;  making  limited 
personal  contacts  with  patients  and  other  members  of  the  staff;  keeping 
and  checking  routine  records  and  reports.  Work  involves  occasional 
exposure  to  health  and  accident  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.   Supervises  a  number  of  pharmacy  helpers  and/or  participates  in 
the  filling  of  requisitions  for  drugs  and  medical  supplies  for  all  wards 
throughout  a  hospital, 

2„   Supervises  and  participates  in  the  preparation  of  various  solu- 
tions such  as  liquid  soaps,  rubbing  solutions,  mouth  washes  and  other 
simple  compounds, 

3.   Supervises  and  participates  in  the  filling  of  orders  for  drugs, 
sutures,  tubing,  catheters,  glassware  and  other  items  carried  in  the 
pharmacy  storeroom. 

h.     Receives  deliveries  from  main  storeroom;  inspects,  counts  and 
segregates  supplies  received  from  various  vendors. 

5.  Assigns  and  checks  work  of  a  number  of  pharmacy  helpers  such 
as  collecting  drug  b:xes  from  wards,  selecting  items  and  filling  orders 
as  directed  by  the  pharmacist,  delivering  orders  to  wards. 

6.  Supervises  and  participates  in  keeping  the  pharmacy  in  a  clean 
and  orderly  condition. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  two  years  of  experience  in  performing  the  duties  of  a 
pharmacy  helper,  shipping  and/or  receiving  clerk,  stock  boy,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  working  knowledge  of 
pharmacy  stockroom  items  and  procedures. 

Requires  ability  to  follow  oral  and  written  instructions  and  direc- 
tions; issue  directions  effectively  to  others;  prepare  and  check  simple 
records  and  reports;  judge  adequacy  of  employee  work  performance;  get 
along  well  with  others;  stoop,  lift  and  carry. 


CLASS  TITLE:  SENIOR  PHARMACY  HELPER  (continued) 

PROMO TITO  LINES s 

To  s  Porter  Foreman 

From 8  Pharmacy  Helper 

Laboratory  Helper 


CODE ;   21*08 


• 


t 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS) 

CLASS  TITLE:   PHARMACY  TECHNICIAN  CODE:   2409 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  registered  pharmacists  in  performing  nonprofessional 
duties  in  an  institutional  pharmacy;  receives,  inspects,  stores,  and  fills  orders 
for  pharmaceutical  supplies;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   Assisting  registered  pharmacists  in  carrying  out 
existing  methods  and  procedures  for  the  operation  of  an  institutional  pharmacy;  safe- 
guarding and  accounting  for  medical  supplies,  including  drugs  entrusted  to  his  care; 
making  limited  personal  contacts  with  physicians,  nurses  and  other  members  of  the  in- 
stitution staff.  Nature  of  work  involves  continuous  close  attention  to  detail  and 
some  exposure  to  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Maintains  drug  stock  levels;  verifies  drug  deliveries  against  invoices;  in- 
spects and  stores  drugs. 

2.  Receives,  fills  and  delivers  medicinal  orders  to  clinics  and  wards;  refills 
prescriptions  for  patients;  prepares  prescriptions  for  pharmacists  to  check  and  com- 
plete;maintains  patient  drug  profiles. 

3.  Records  all  necessary  information  for  billing  patients  for  medication;  prices 
prescriptions  and  requests  payment  when  indicated. 

4.  Prepackages  and  labels  noncompounded  or  stock  drugs  for  delivery. 

5.  Delivers  controlled  drugs,  narcotics  and  alcohol;  maintains  control  records. 

6.  Prepares  individual  unit-doses  and  delivers  to  appropriate  unit  for  dispens- 
ing; prepares  unit-dose  injectables;  mixes  I.V.  solutions;  compounds  ointments,  oral 
medications,  special  capsules  and  liquids. 

7.  Performs  housekeeping  duties  in  connection  with  maintaining  his  work  area  in 
a  neat  and  orderly  fashion. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supplemented  by  at 
least  two  years  of  experience  in  pharmacy  or  related  work;  or  an  equivalent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of:   The  methods  and 
procedures  involved  in  the  proper  handling,  dispensing  and  storing  of  pharmaceutical 
materials;  basic  labeling,  measuring  and  weighing  devices. 

Requires  ability  to:   Make  accurate  arithmetical  computations;  understand  and 
carry  out  oral  and  written  instructions;  keep  accurate  records;  lift  and  move  heavy 
objects, 

PROMOTIVE  LINES: 

To   :  No  normal  lines  of  promotion 

From:   Entrance  examination 

Adopted:   9/17/73 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SCHOOL  LABORATORY  ATTENDANT  CODE:   2klO 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direct  supervision,  assists  in  performing  routine  work  as  an  aide 
to  the  certificated  staff  in  the  preparation  and  maintenance  of  laboratory 
equipment,  records,  and  supplies;  and  performs  related  duties  as  required. 

Requires  responsibility  forr  carrying  out  instructions;  assisting  in 
the  storage  of  equipment  and  supplies;  frequent  contacts  with  teachers  and 
students. 

EXAMPLES  OF  DUTIES: 

1.  Sets  up  and  distributes  laboratory  aids,  apparatus,  equipment  and 
materials  for  laboratory  use;  safeguards  laboratory  supplies  and  equipment 
against  breakage,  spoilage  or  theft. 

2.  Stores  laboratory  equipment  and  supplies;  inspects  equipment  for 
obvious  and  minor  damage;  maintains  inventory  and  records  of  supplies. 

3.  Checks  materials  and  equipment  in  and  out  of  school  laboratories  and 
assists  the  instructor  in  setting  up  demonstrations,  experiments,  and  equip- 
ment. 

U.   Cleans  equipment  and  supplies;  assists  certificated  staff  in 
presentations  requiring  laboratory  equipment;  assists  certificated  staff  in 
preparation  of  records  and  reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  attendance  at  high  school,  including 
completion  of  at  least  one  laboratory  course  in  chemistry,  physics,  language 
arts,  or  the  social  sciences. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  laboratory 
techniques  as  used  in  high  school  chemistry,  physics,  language  arts,  or 
liberal  arts  classes;  terminology  in  one  of  these  fields;  use  of  laboratory 
equipment  specific  to  one  of  these  areas. 

Requires  ability  tor  follow  oral  and  written  instructions;  learn  to 
use  simple  implements  or  equipment. 

PROMOTIVE  LINES: 

To:    No  normal  lines  of  promotion. 

ADOPTED:   3/17/66 


CLASS  TITLE:   SCHOOL  LABORATORY  ASSISTANT  CODE:   2l|12 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  routine  work  in  connection  with  the 
preparation  and  maintenance  of  laboratory  equipment  and  supplies  in  a 
bio -chemistry  laboratory  at  a  high  school;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   carrying  out  instructions;  assisting 
in  the  prevention  of  damage  or  loss  of  laboratory  equipment;  frequent 
contact  with  teachers  and  students. 

EXAMPLES  OF  DUTIES: 

1.  Prepares,  assembles,  sets  up  and  distributes  laboratory 
apparatus,  equipment,  audio-visual  aids,  materials  and  reagents  for 
bio-chemistry  classes  and  laboratory  experiments;  attends  laboratory 
when  in  use  and  assists  the  teacher  as  needed;  safeguards  all  laboratory 
supplies  and  equipment  against  breakage,  spoilage  or  theft;  may  organize 
and  instruct  a  student  volunteer  group  to  assist  him  in  carrying  out  his 
duties. 

2.  Stores,  maintains  and  makes  minor  repairs  to  laboratory  equip- 
ment; constructs  simple  laboratory  apparatus  when  needed;  receives  and 
checks  laboratory  supplies  as  they  arrive. 

3.  Maintains  an  inventory  of  laboratory  supplies;  types  reports 
for  teachers;  prepares  stencils  and  mimeograph  material  used  in  science 
classes. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
including  at  least  two  laboratory  courses  in  chemistry. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of: 
laboratory  techniques  as  used  in  high  school  chemistry  classes; 
chemistry  terminology;  use  of  laboratory  equipment. 

Requires  ability  to:   follow  oral  and  written  instructions; 
supervise  student  laboratory  assistants;  use  the  typewriter;  perform 
simple  clerical  tasks. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Original  entrance  examination 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 


JOB  CODE  TITLE:  BACTERIOLOGICAL  LABORATORY  JOB  CODE:  2416 

ASSISTANT  Business  Unit:  COMMN 


Definition: 


Under  supervision,  assists  laboratory  analysts  in  processing  samples,  performing  laboratory 
examinations  and  quality  control. 

Distinguishing  Features: 

This  job  code  is  distinguished  from  job  code  2402  Laboratory  Helper  in  that  job  code  2416 
Bacteriological  Laboratory  Assistant  provides  more  complex  and  difficult  laboratory  assistance 
and  works  under  supervision,  while  the  Laboratory  Helper  works  under  immediate  supervision. 

Supervision  Exercised: 

No  supervision  exercised. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  this  job  code  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Centrifuges  blood  specimens  and  transfers  serum  or  plasma  aseptically  to  a  sterile  container 
for  testing  or  storage. 

2.  Processes  clinical  specimens  for  TB  detection  by  treating  specimens  with  reagents, 
concentrating  material  and  inoculating  culture  media. 

3.  Enters  patient  data  and  specimen  information  into  computer  system  to  prepare  computerized 
worksheets  and  reports. 

4.  Prepares  media  and  reagents  for  bacteriological  laboratory  tests,  prepares  various  laboratory 
supplies  and  equipment. 

5.  When  assigned  to  the  Water  Quality  Laboratory,  receives  and  processes  water  samples; 
enters  data,  generates  worksheets  and  maintains  document  control;  prepares  and  sterilizes 
media,  reagents,  supplies  and  maintains  inventory;  washes  glassware  and  decontaminates 
laboratory  wastes;  prepares  samples  by  organic  extraction;  performs  basic  chemistry 
analyses;  may  assist  in  performing  microbiological  analyses  and  quality  control;  may  collect 
water  samples. 

6.  Perform  related  duties  as  assigned.  ''o  UtrT. 
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JOB  CODE  TITLE:  BACTERIOLOGICAL  LABORATORY  JOB  CODE:  2416 

ASSISTANT  Business  Unit:  COMMN 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  names,  uses  and  care  of  common  laboratory  equipment  and  supplies;  laboratory 

methods,  including  the  preparation  of  common  media,  reagents  and  other  solutions. 

Ability  to:  communicate  orally;  properly  handle  and  dispose  of  chemicals  and  infectious 
materials;  perform  duties  according  to  detailed  instructions  and  established  procedures;  work 
efficiently  with  and  maintain  laboratory  equipment;  prepare  culture  media,  reagents,  laboratory 
supplies;  maintain  laboratory  records;  perform  data  entry,  word  processing. 

Experience  and  Training  Guidelines: 
Training  and  Experience: 

•  Requires  one  (1 )  year  of  experience,  within  the  last  five  years  performing  duties  comparable 
to  those  of  a  Bacteriological  Laboratory  Assistant;  OR 

•  Six  (6)  months  of  experience,  within  the  last  five  years  performing  duties  comparable  to 
those  of  a  Bacteriological  Laboratory  Assistant;  AND  completion  of  one  college  laboratory 
course  in  Chemistry  or  a  Biological  science;  OR 

•  Completion  of  two  college  laboratory  courses  in  Chemistry  or  Biological  Science. 

ADOPTED:    1/12/61 

AMENDED:  3/10/00 

REASON  FOR  AMENDMENT:  To  accurately  reflect  the  current  tasks,  knowledge,  skills  and 
abilities  defined  in  the  most  recent  job  analysis  conducted  for  this  job  code. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  HISTOLOGY  TECHNICIAN  CODE:   21*20 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  specialized  laboratory  techniques  in  pre- 
paring human  tissue  specimens  for  pathological  examination  in  order  to  provide 
data  on  the  functioning  of  tissues  and  organs  relative  to  the  cause  and  progress 
of  diseases}  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods  and  pro- 
cedures; achieving  minor  economies  and/or  preventing  minor  losses  through  careful 
use  and  handling  of  related  equipment;  making  routine  personal  contacts  with  other 
employees;  preparing  and  maintaining  related  technical  records.   Mature  of  work 
involves  some  exposure  to  minor  cuts,  abrasions  and  somewhat  disagreeable  elements, 

EXAMPLES  OF  DUTIES : 

1.  Receives  specimens  of  human  tissues  from  pathologists;  prepares  samples 
for  tests;  places  in  technicon  for  processing. 

2.  Imbeds  tissue  in  wax  blocks;  mounts  each  block  separately  in  microtime 
clamps;  slices  block  tissue  as  required;  floats  sliced  tissue  in  water  bath  and 
mounts  on  microscopic  slides. 

3.  Prepares  routine  and  special  stains  as  instructed  by  pathologist;  stains 
tissue  sections;  labels  slides  and  submits  to  pathologist  for  interpretation;  files 
completed  slides. 

h.     May  perform  related  clerical  work,  including  coding  of  autopsy  and  surgical 
diagnoses;  files  all  diagnoses  with  respective  patient's  history  cards;  keeps  autopsy 
and  surgical  diagnoses  books;  requisitions  supplies  for  pathological  laboratory; 
cleans  and  services  laboratory  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  two  years  of  college  or 
university  education,  with  major  course  work  in  chemistry  and  zoology  or  an  equiva- 
lent combination  of  training  and  experience. 

Requires  at  least  two  years  of  practical  experience  in  tissue  technician  work 
in  a  laboratory  aporoved  by  the  American  Society  of  Clinical  Pathologists;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  technical  and  working 
knowledge  of  the:  methods  and  procedures  for  fixing,  cutting  and  imbedding  human 
tissue  sections;  techniques  of  staining,  mounting  and  microscopic  examination  of 
tissue  slides;  related  medical  terminology  involved, 

PROMOTIVE  LINES: 

To:      No  normal  lines  of  promotion 

From:  Original  entrance  examination 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  RADIOLOGIC  TECHNOLOGIST  INTERNE  CODE:  2^23 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision  and  in  accordance  with  well-defined  policies  and 
procedures,  performs  various  routine  phases  of  radiologic  technology  work  in  a  trainee 
capacity;  engages  in  on-the-job  training  in  order  to  learn  to  apply  modern  techniques 
used  in  the  more  complex  radiologic  procedures;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Internes  have  already  completed  a  total  of  1,000  hours  clinical  experience  during 
their  externship.  They  are  expected  to  complete  1,^00  hours  during  the  internship  period 
which  lasts  for  eight  and  a  half  months.  Internes  may  be  assigned  to  evening,  weekend 
and  holiday  shifts  so  as  to  be  assigned  to  a  greater  variety  of  difficult  and  trauma 
cases.  They  may  be  assigned  to  surgery  or  to  a  trauma  center  under  supervision. 

Internes  should  be  able  to  staff  all  general  diagnostic  radiographic  rooms  with  the 
exception  of  those  areas  which  involve  use  of  complex  procedures;  assignments  to  those 
areas  are  performed  under  instruction.  Upon  completion  of  the  internship  period,  internes 
will  be  qualified  for  and  are  expected  to  take  the  examination  for  the  American  Registry 
of  Radiologic  Technicians.  Possession  of  such  registration  will  enable  them  to  qualify 
for  examination  for  classification  2*4-25  Radiologic  Technician  I. 

EXAMPLES  OF  DUTIES: 

1.  May  take  routine  radiographic  examinations  of  an  uncomplicated  nature. 

2.  May  select  proper  technical  factors  on  an  individual  basis  and  may  operate 
radiographic  equipment. 

3.  May  position  patients,  utilize  immobilization  devices  and  make  radiographic 
exposures  as  required. 

k.     May  select  correct  size  of  film  and  label  each  film  for  subsequent  filing  and 
identification. 

5.  May  take  portable  radiographs,  under  supervision,  throughout  the  hospital  when 
patients  cannot  be  brought  to  the  Radiology  Department. 

6.  May  provide  protection  to  the  patient  through  collimation  and  lead  shielding 
in  accordance  with  prescribed  safety  standards. 

7.  Assists  in  laboratory  processing  of  films  by  both  manual  and  automatic  methods; 
assists  in  processing  room  operations. 

8.  May  transfer  the  patient  to  the  ward  in  the  absence  or  shortage  of  x-ray  lab 
aides. 

9.  Assists  in  keeping  x-ray  rooms  and  equipment  in  clean  and  working  order. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  an  affiliation  with  the  City  College  of  San 
Francisco,  having  completed  1,000  clinical  hours  of  radiologic  procedures  at  San 
Francisco  General  Hospital  or  any  other  hospital  affiliated  with  the  Radiologic  Technology 
Program  at  City  College  of  San  Francisco. 


JLASS  TITLE:   RADIOLOGIC  TECHNOLOGIST  INTERNE  CODE:  2^23 

OTIMUM  QUALIFICATIONS:  (continued) 

Knowledge,  Abilities  and  Skills:  Requires  good  working  knowledge  of:  the  techniques 
)f  radiography  and  related  procedures. 

Requires  skill  and  ability:  to  effectively  carry  out  oral  and  written  instructions 
regarding  radiographic  procedures;  apply  technical  knowledge  and  skill  acquired  to 
xractical  hospital  situations;  aptitude  to  learn  the  methods  and  techniques  of  complex 
'adiologic  procedures. 


(NEW  CLASS) 
Adopted:  7/19/76 


CLASS  TITLE:   X-RAY  LABORATORY  AIDE  CODE:   2l;2l| 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  number  of  duties  in  assist- 
ing with  the  taking  and  processing  of  X-ray  films;  assists  in  transport- 
ing, handling  and  positioning  patients;  assists  physician  or  X-ray 
technician  during  examinations;  works  in  dark  room,  developing  and 
processing  exposed  film;  keeps  relatea  files  and  records;  and  performs 
related  duties  as  required. 

Requires  normal  responsibility  for:   following  established 
instructions,  methods  and  procedures;  achieving  minor  economies  and/or 
preventing  minor  losses  through  proper  handling  of  equipment,  materials 
and  supplies,  and  processing  of  X-ray  films;  making  routine  contacts 
with  other  employees  and  individual  patients;  keeping  routine  records 
of  patients'  X-rays.  Nature  of  work  involves  some  exposure  to  illness 
or  accident  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Performs  a  number  of  duties  in  assisting  with  taking  X-ray 
pictures  and  processing  X-ray  films;  dispatches  orderlies  for  patients 
designated  for  X-ray  examination  by  attending  physicians;  helps  with 
patients  when  needed;  assists  in  placing  patients  on  table  and  helps 
X-ray  technician  in  positioning  seriously  ill  patients. 

2.  Assists  physician  and  patient  with  fluoroscopic  examinations; 
mixes  barium  solutions  for  special  examinations;  cleans  equipment  and 
facilities  after  completion  of  examination. 

3.  Works  in  dark  room;  fills  develops  r;g  tanks  with  solutions  and 
wash  waters;  takes  temperature  of  solutions;  opens  film  packs  and 
places  them  on  hangers  in  developer  for  the  proper  time;  transfers  to 
washing  baths  and  fixing  solutions;  removes  film  on  hangers  for  drying 
process. 

h-  Sorts  film  in  drying  room;  may  sort  out  wet  film  for  emergency 
readings  by  physicians,  when  required;  prepares  dry  film  for  subsequent 
indexing  and  filing. 

5.  Keeps  log  of  all  patients  and  X-ray  data;  may  perform  other 
related  and  miscellaneous  duties  as  required,  including  taking  and 
processing  70  MM  (mini-films) . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  three  months  of  special  training  or  experience  in 
hospital  X-»ray  procedures  and  related  film  processing  operations  in 
dark  room  and  drying  room;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  and  ability 
sufficient  to  follow  specific  instructions  and  directions  in  assisting 
X-ray  technicians  and  in  the  laboratory  processing  of  X-ray  films. 


CLASS  TITLE:   X-RAY  LABORATORY  AIDE   (continued)  CODE:   21*21; 

Requires  skill  in  accurately  identifying,  indexing  and  filing 
individual  patient's  films. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Original  entrance  examination 


« 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:  RADIOLOGIC  TECHNOLOGIST  I  CODE:  2^.25 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  routine  radiographic  procedures  to  assist  medical  ' 
officers  in  diagnosis  of  diseases  and  injuries;  maintains  records  of  X-rays  taken; 
assists  the  radiologist  in  administering  opaque  media  and  in  performing  first  aid 
as  necessary;  practices  sterile  technique  and  prevents  cross-contamination;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  Following  established  radiographic  methods, 
techniques  and  procedures;  making  routine  contacts  with  physicians,  surgeons,  other 
employees  and  individual  patients;  keeping  routine  records  and  reports  of  radio- 
graphic examinations  for  subsequent  diagnostic  or  reference  purposes.  Nature  of 
duties  involves  some  exposure  to  accident  and  health  hazards  and  disagreeable 
elements,  especially  in  x-ray  laboratory  procedures. 

EXAMPLES  OF  DUTIES: 

1.  Takes  routine  radiographic  examinations  of  an  uncomplicated  nature. 

2.  Selects  proper  technical  factors  on  an  individual  basis  and  operates 
radiographic  equipment. 

3.  Positions  patients,  utilizes  immobilization  devices,  and  makes  radio- 
graphic exposures  as  required. 

4-.  Selects  correct  size  of  fila,  labels  each  film  for  subsequent  filing  and 
identification. 

5.  Takes  portable  radiographs  throughout  the  hospital  when  patients  cannot 
be  brought  to  the  Radiology  Department. 

6.  Provides  protection  to  the  patient  through  collimation  and  lead  shield- 
ing in  accordance  with  prescribed  safety  standards. 

7.  Processes  or  assists  in  laboratory  processing  by  manual  and  automatic 
methods  all  radiographs  taken. 

8.  Transfers  the  patient  to  or  from  the  ward  in  the  absence  or  shortage  of 
x-ray  laboratory  aides. 

9.  Responsible  for  keeping  radiographic  room  and  equipment  in  clean  and  working 
order . 

MINIMUM  QUALIFICATIONS: 

Requires  completion  of  high  school,  supplemented  by  completion  of  approved 
course  in  radiologic  technology  and  technique. 

Knowledge.  Abilities  and  Skills;  Requires  good  working  knowledge  of  the 
techniques  of  radiography  and  related  procedures. 

Requires  skill  and  ability  to  effectively  carry  out  oral  and  written  in- 
structions in  radiographic  and  fluroscopic  procedures;  to  efficiently  care  for 
patients  in  the  efficient  operation  of  the  department. 

License:   Current  permanent  license  issued  by  State  of  California  as  a 
Certified  Radiologic  Technologist.  Registration  with  the  American  Registry  of 
Radiologic  Technologists  is  desirable. 

PROMOTIVE  LINES: 

To  :   24.26  Radiologic  Technologist  II 

From:  Original  Entrance  Examination 


Adopted:   3/25/74 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:  RADIOLOGIC  TECHNOLOGIST  II  CODE:  24.26 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  radiographic  procedures  of  a  complex  nature; 
maintains  records  of  radiographs  taken;  assists  the  radiologist  in  administering 
opaque  media  and  in  performing  first  aid  as  necessary;  practices  sterile  techniques 
and  prevents  cross  contamination;  and  performs  related  dutfe  as  required. 

Requires  responsibility  for:   Following  established  radiographic  methods, 
techniques  and  procedures;  making  routine  contacts  with  physicians,  surgeons,  other 
employees  and  individual  patients;  keeping  routine  records  and  reports  of  radio- 
graphic examinations  for  subsequent  diagnostic  or  reference  purposes.  Nature  of 
duties  involves  some  exposure  to  accident  and  health  hazards  and  disagreeable  ele- 
'  ments,  especially  in  x-ray  laboratory  procedures. 

EXAMPLES  OF  DUTIES: 

1.  Takes  routine  radiographic  examinations  of  a  traumatic  or  complicated 
nature  with  high  degree  of  expertise. 

2.  Selects  proper  technical  factors  on  an  individual  basis  and  operates 
radiographic  equipment. 

3.  Positions  patients,  utilizes  ijnmobilization  devices,  and  makes  radio- 
graphic exposures  as  required. 

4-.  Selects  correct  size  of  film,  labels  each  film  for  subsequent  filing 
identification. 

5.  Takes  portable  radiographs  throughout  the  hospital  when  patients  cannot 
be  brought  to  Radiology  Department. 

6.  Provides  protection  to  the  patient  through  collimation  and  lead  shielding 
f       in  accordance  with  prescribed  safety  standards. 

7.  Processes  or  assists  in  laboratory  processing  by  manual  and  automatic 
methods  of  all  radiographs  taken;  may  assist  in  drying  room  operations  as  time 
allows. 

8.  Transfers  the  patient  to  or  from  the  ward  in  the  absence  or  shortage 
of  x-ray  laboratory  aides. 

9.  Responsible  for  keeping  radiographic  room  and  equipment  in  clean  and 
working  order. 

10.  May  assist  in  instruction  of  student  technologists  and  in-service 
education  of  staff. 

MINIMUM  QUALIFICATIONS: 

Requires  completion  of  high  school,  supplemented  by  completion  of  approved 
course  in  radiologic  technology  and  technique  supplemented  by  two  years  of  recent, 
full-time,  paid  experience  as  a  staff  Radiologic  Technologist  under  the  direction 
of  a  qualified  radiologist,  or  one  year  of  experience  in  the  class  of  staff  Radio- 
logic Technologist  in  the  service  of  the  City  and  County  of  San  Francisco. 

Knowledge.  Abilities  and  Skills:  Requires  good  working  knowledge  of  the 

techniques  of  radiography  and  related  procedures. 

Requires  skill  and  ability  to  effectively  carry  out  oral  and  written  instructions 
and  radiologic  procedures;  to  cooperate  with  all  personnel  in  the  efficient  operation 
of  the  department. 

License:  Current  permanent  license  issued  by  State  of  California  as  a  Certified 
Radiologic  Technologist  and  registration  with  the  American  Registry  of  Radiologic 
Technologists. 

|       PROMOTIVE  LINES: 

To  :   24.27  Radiologic  Technologist  III 

24.28  Supervising  Radiologic  Technologist  I 

From:  Radiologic  Technologist 
Adopted:  3/25/74- 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   RADIOLOGIC  TECHNOLOGIST  III  CODE:   2427 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  perforins  specialized  radiographic  procedures  to  assist 
physicians  in  the  diagnosis  of  diseases  and  injuries;  maintains  records  of  radiographs 
taken;  assists  the  radiologist  in  administering  opaque  media  and  in  performing  first 
aid  as  necessary;  practices  sterile  techniques  and  prevents  cross  contamination;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  Performing  radiography,  relying  on  expertise  and 
knowledge  of  complicated  equipment  and  procedures;  following  established  radiographic 
methods,  techniques  and  procedures;  making  responsible  contacts  with  physicians,  em- 
ployees and  individual  patients;  keeping  confidential  records  and  reports  of  radio- 
graphic examinations.   Nature  of  duties  involves  exposure  to  accident  and  health  hazards 
and  disagreeable  elements,  especially  in  radiographic  procedures. 

EXAMPLES  OF  DUTIES: 

1.  Performs  radiographic  examinations  of  a  highly  technical  and  complicated  nature, 
as  well  as  routine  procedure. 

2.  May  have  individual  responsibility  for  a  specialized  radiographic  procedure  or 
service  such  as  major  trauma  radiography,  intensive  care  radiography,  vascular  and  neu- 
rological radiography  and  cine  radiography. 

3.  May  be  required  to  scrub  under  sterile  radiological  procedure  to  assist  the 
physician  in  placement  of  catheters  and  guide  wires  in  vascular  exams. 

4.  Forms  catheters  for  introduction  into  vascular  systems. 

5.  Takes  portable  radiographs  in  surgery  and  intensive  care  areas. 

6.  Selects  proper  technical  factors  on  an  individual  basis  and  operates  radio- 
graphic equipment. 

7.  Positions  patients,  utilizes  immobilization  devices,  and  makes  radiographic  ex- 
posures as  required. 

8.  Provides  protection  to  the  patient  through  collimation  and  lead  shielding  in 
accordance  with  prescribed  safety  standards. 

9.  Processes  or  assists  in  film  processing  by  manual  and  automatic  methods;  may 
assist  in  drying  room  operations  as  time  allows. 

10.  May  participate  in  the  formal  teaching  of  students  and  new  employees. 

11.  Advises  other  radiologic  staff  members  as  to  proper  and  expeditious  technical 
operations. 

12.  In  the  absence  of  an  immediate  supervisor,  may  be  required  to  assume  his  duties. 

13.  Participates  in  studies  of  use  of  new  techniques,  positions  and  examinations. 

14.  May  be  assigned  to  operate  specialized  ultrasound  equipment  in  abdominal,  OB-GYM, 
retroperitoneal  and  intra-cranial  evaluations  and  performs  related  clerical  duties. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supplemented  by  com- 
pletion of  approved  course  in  radiologic  technology  and  technique  and  one  year  of  full- 
time,  paid  experience  as  a  Radiologic  Technologist  II. 

Knowledge,  Abilities  and  Skills:   Requires  excellent  working  knowledge  of  radiology 
and  related  procedures,  including  highly  sophisticated  radiological  equipment. 

Requires  skill  and  ability  to  effectively  carry  out  oral  and  written  instructions 
and  radiological  procedures;  efficiently  care  for  patient's  needs;  cooperate  with  all 
personnel  in  the  efficient  operation  of  the  department;  exercise  good  judgment;  perform 
efficiently  under  pressure  while  maintaining  speed  and  accuracy  of  operation. 


CLASS  TITLE:   RADIOLOGIC  TECHNOLOGIST  III  CODE:   2427 

MINIMUM  QUALIFICATIONS:   (contd) 

License:   Current  permanent  license  issued  by  State  of  California  as  a  Certified 
Radiologic  Technologist  and  registration  with  the  American  Registry  of  Radiologic 
Technologi  st  s . 

PROMOTIVE  LINES: 

To   :   2428  Supervising  Radiologic  Technologist  I 

From:   2426  Radiologic  Technologist  II 

Adopted:  3/25/74 
Amended:   2/3/75 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SUPERVISING  RADIOLOGIC  TECHNOLOGIST  I  CODE:   24.28 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  directs  a  shift  of  radiologic  technologists  and 
auxiliary  personnel  in  the  radiology  division;  and/or  performs  difficult  and 
complex  radiologic  technology;  and  performs  related  duties  as  required. 

DISTINGUISHING  FESTURES: 

The  Supervising  Radiologic  Technologist  I  supervises  the  technical  work  of  a 
staff  of  radiologic  technologists,  and  ancillary  personnel  on  an  assigned  shift  in 
a  large,  technically  complex  department  of  radiology,  with  immediate  responsibilty 
for  expediting  work  flow,  giving  assistance  to  subordinates  with  difficult  technique 
or  positioning  problems,  demonstrating  methods,  instructing  students,  and  coordi- 
nating activities  to  cope  with  unusually  heavy  work  loads.  Direction  is  received 
from  class  24-29  Supervising  Radiologic  Technologist  II 

EXAMPLES  OF  DUTIES: 

1.  Supervises  radiologic  technologists  and  auxiliary  personnel  in  performing 
radiography  and  laboratory  duties;  prepares  work  schedules;  assures  that  technologists 
take  accurate  and  correct  views  of  the  areas  of  individual  patients  as  prescribed 

and  indicated  by  the  radiologist  in  order  that  completed  films  will  properly  depict 
symptoms  and  permit  correct  interpretation  and  diagnosis. 

2.  Performs  difficult  and  complex  radiographic  work  in  positioning  patients, 
making  exposures  and  developing  film. 

3.  Assures  that  all  patients  assigned  for  radiographs  by  attending  physicians 
are  x-rayed  as  soon  as  possible;  cooperates  and  coordinates  with  various  wards  in 
scheduling  patients  for  radiographic  examination. 

4-.  Sorts  and  inspects  radiographs  that  have  been  taken  of  each  individual 
patient;  maintains  records  of  number  of  radiographs  taken. 

5.  Requisitions  x-ray  films,  equipment,  supplies,  and  chemicals  to  replenish 
stocks  on  hand,  as  necessary. 

6.  In  absence  of  supervisor,  assumes  those  duties  necessary  to  maintain 
adequate  emergency  coverage  in  Radiology  Department. 

7.  Indoctrinates  new  technologists  in  departmental  routines  and  techniques. 

8.  Assists  in  teaching  staff  technologists  new  procedures  and  equipment. 

9.  Maintains  and  upgrades  technical  aspects  of  diagnostic  radiology. 

10.  Assists  in  teaching  students  radiologic  technology. 

11.  Assigns  cases  to  technologists,  based  on  technologists'  ability  and 
experience . 

MINIMUM  QUALIFICATIONS: 

Requires  completion  of  high  school,  supplemented  by  completion  of  an  approved 
course  in  radiologic  technology  and  technique. 

Requires  one  year  of  experience  at  the  level  of  Radiologic  Technologist  III 
or  two  years  experience  at  Radiologic  Technologist  II  level. 

Knowledge.  Abilities  and  Skills:  Requires  thorough  theoretical  and  working 
knowledge  of  the  techniques  of  radiography  and  related  procedures. 

Requires  exceptional  skill  and  ability  to:  Effectively  carry  out  oral  and 
written  instructions  and  radiographic  procedures;  plan,  organize,  assign,  supervise, 
and  inspect  the  work  of  subordinates. 

License:  Current  permanent  license  issued  by  State  of  California  as  a 
certified  Radiologic  Technologist  and  registration  with  the  American  Registry 
of  Radiologic  Technologists. 

PROMOTIVE  LINES: 

To  :  24-29  Supervising  Radiologic  Technologist  II 

From: 24.26  Radiologic  Technologist  II  Adopted:   3/25/74 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  SUPERVISING  RADIOLOGIC  TECHNOLOGIST  H  CODE:  24.29 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  exercises  technical  supervision  over  the  staff  and 
activities  of  a  major  division  of  a  large,  technically  complex  hospital  radiology  de- 
partment; and/or  performs  highly  difficult  and  the  more  complex  radiograph  procedures; 
and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Supervising  Radiologic  Technologist  II  is   distinguished  from  the  next  lower  level 
of  Supervising  Radiologic  Technologist  I  by  the  fact  that  the  Supervising  Radidogic  Tech- 
nologist II  assumes  major  responsibility  for  the  efficient  technical  operation  of  a  major 
division  of  a  large  radiology  department  on  an  around-the-clock  basis,  while  the 
Supervising  Radiologic  Technologist  I  has  responsibility  for  technical  supervision  on  a 
single  assigned  shift.  Technical  and  administrative  direction  is  received  from  the  Chief 
Radiologic  Technologist. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  assigns  and  reviews  the  technical  work  of  a  major  division  of  a  large 
radiology  department  to  ensure  that  work  is  completed  when  needed  and  that  departmental 
standards  of  quality  are  maintained;  is  responsible  for  the  direction  of  technical  and 
ancillary  personnel  with  regard  to  schedules,  work  areas,  and  quality;  evaluates  and 
counsels  subordinates  regarding  performance,  conduct,  attendance,  and  other  related 
matters . 

2.  Performs  a  number  of  personnel  functions  for  assigned  unit,  such  as  recommending 
promotion,  discipline,  and  other  administrative  actions;  works  out  problems  relating  to 
staffing,  morale,  work  methods,  procedures,  transfer,  and  recommended  action  in  all 
personnel  matters  for  assigned  staff.  Reports  to  superior  unresolved  problems. 

3.  Directs  and  participates  in  formal  and  in-service  training  programs  for  Radio- 
logic Technologists  and  X-ray  lab  aides  in  the  demonstration  of  specific  techniques  and 
equipment;  keeps  informed  of  new  procedures,  equipment,  and  methods,  and  participates  in 
their  evaluation. 

J+.     Is  responsible  for  recruitment  and  training  of  Student  Technologists;  directs 
staff  technologists  in  the  application  of  clinical  instruction;  conducts  student  evaluation 
program. 

5.  Assumes  responsibility  for  safety  regulations  in  assigned  units;  interprets 
departmental  and  hospital  rules  and  regulations  where  applicable  to  subordinate  personnel. 

6.  Assumes  responsibility  for  the  preparation  of  a  variety  of  reports,  documents, 
payroll  records,  statistical  surveys,  required  administrative  records  of  patients  and 
personnel,  budgeting  equipment  and  other  related  data. 

7.  Assumes  major  responsibility  for  the  efficient  technical  operation  of  division 
on  around-the-clock  basis. 

8.  Assumes  responsibility  for  requisitioning  radiographic  films,  surgical  supplies, 
contrast  medias,  chemicals  to  replenish  stocks  on  hand  and  surgical  equipment;  assures  that 
all  surgical  equipment  is  sterile  and  ready  for  use. 

9.  May  represent  the  department  at  administrative  conferences  and  may  represent 
the  Chief  Radiologist  in  non-medical  aspects  of  the  department's  operation. 

10.  Assumes  the  duties  of  the  Chief  Radiologic  Technologist  in  his  absence. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  supplemented  by  com- 
pletion of  an  approved  course  in  radiologic  technology  and  techniques. 


CLASS  TITLE:   SUPERVISING  RADIOLOGIC  TECHNOLOGIST  II   (cont'd)  CODE:   24.29 

Requires  at  least  four  years  of  X-ray  technician  experience,  including  at  least 
one  year  in  a  supervisory  capacity,  under  the  direction  of  a  radiologist  certified  by 
the  American  Board  of  Radiology. 

Knowledge.  Abilities  and  Skills:   Requires  thorough  theoretical  and  working  know- 
ledge of  the  techniques  of  radiographs  and  related  procedures:  the  organization  and 
operation  of  a  large,  technically  complex  hospital  radiology  department:  instruction  and 
training  techniques. 

Requires  ability  and  skill  to:   Effectively  issue  and  carry  out  oral  and  written 
instructions  and  radiographic  procedures:  plan,  organize,  assign,  supervise  and  inspect 
the  work  of  subordinates:  organize,  conduct  and  evaluate  educational  and  in-service  pro- 
grams . 

License:  Current  permanent  license  issued  by  State  of  California  as  a  Certified 
Radiologic  Technologist  and  registration  with  the  American  Registry  of  Radiologic 
Technologist. 

PROMOTIVE  LINES: 

To  :   2^31  Chief  Radiologic  Technologist 

From:   2^28  Supervising  Radiologic  Technologist  I 

Adopted:   3/25/74 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   MEDICAL  EXAMINATION  ASSISTANT  CODE:  2U30 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  assists  a  physician  in  administering  a  variety  of 
medical  tests  in  a  centralized  employee  examination  facility;  performs 
typing  and  office  clerical  work  in  connection  with  the  preparation  and 
maintenance  of  employee  health  records;  prepares  and  sets  up  medical 
equipment,  instruments  and  supplies;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  following  established  methods  and  pro- 
cedures in  assisting  a  physician  in  the  medical  examination  of  appointees; 
preventing  losses  through  the  proper  use  and  handling  of  medical  equipment, 
instruments,  materials  and  supplies;  contacting  physicians,  hospital 
personnel  and  examinees  for  the  purpose  of  obtaining  information  on  medical 
histories  and  treatment;  processing  medical  charts  and  records  and  com- 
piling related  data  and  reports  as  directed.  Nature  of  work  requires 
moderate  physical  effort  with  exposure  to  occasionally  disagreeable  elements 
inherent  in  medical  examinations. 

EXAMPLES  OF  DUTIES: 

1.  Under  the  direction  of  a  physician,  operates  an  electrocardiograph 
machine,  including  reviewing,  editing,  cutting  and  mounting  individual  readings; 
tests  and  records  visual  acuity,  color  vision,  hearing,  blood  pressure, 
urinalysis,  and  temperature  as  directed. 

2.  Examines  medical  history  forms  for  completeness;  prepares  medical 
records  and  forms  for  examinees;  explains  medical  examination  procedures. 

3.  Posts  a  variety  of  information  and  data  in  connection  with  the 
maintenance  of  medical  records;  files  medical  records  and  correspondence. 

U.  Types  routine  correspondence  requiring  knowledge  of  medical  examination 
operations  and  procedures;  occasionally  transcribes  reports,  correspondence 
and  memorandums  from  dictating-  equipment. 

£.  Sterilizes  needles,  syringes  and  medical  instruments;  cleans  equip- 
ment and  performs  simple  maintenance  on  same;  operates  a  centrifuge  and 
autoclave. 

6.  Maintains  inventories  of  materials,  supplies  and  equipment. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience-  Requires  completion  of  high  school,  sup- 
plemented by  one  year's  experience  in  performing  the  duties  of  a  Medical 
Examination  Assistant  as  described  above;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  working  knowledge  of: 
electrocardiograph  equipment;  routine  medical  examination  equipment  and 
instruments,  including  stethoscope  for  blood  pressure  determination,  visual 
acuity  charts,  othro-rater,  color  vision  charts,  audiometer,  spirometer, 
sphygmomanometer,  micro-hematocrit,  "microscope  and  centrifuge. 

Requires  a  general  knowledge  of:  medical  terms;  business  english  and 
spelling. 


CLASS  TITLE:  MEDICAL  EXAMINATION  ASSISTANT  CODE:  2^30 

(Continued) 


Requires  ability  to  keep  routine  records  concerning  medical  examinations) 
summarize  data  in  report  form. 

Requires  skill  to  operate  electrocardiograph  machine  and  audiometer „ 

Requires  sufficient  skill  in  typing  to  complete  35>  net  words  per  minute. 
PROMOTIVE  LINES: 

To:    No  normal  lines  of  promotion 

From:  Entrance  examination 
ADOPTED;   10/13/66 


( 


i 


♦ 


!> 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   CHIEF  RADIOLOGIC  TECHNOLOGIST  CODE:   2431 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction  of  the  chief  radiologist,  exercises  overall  administra- 
tive and  technical  direction  over  a  large  staff  of  x-ray  technicians  and  ancillary- 
personnel  in  a  large,  technically  complicated  hospital  radiology  department:  assumes 
overall  responsibility  for  the  efficient  technical  operation  of  the  department  on 
all  shifts:  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Class  2431  Chief  X-ray  Technician  is  distinguished  from  the  next  lower  classi- 
fication of  24.29  Supervising  X-ray  Technician  II  by  the  fact  that  the  Chief  X-ray 
Technician  is  assigned  overall  responsibility  for  the  technical  operation  of  an 
entire  department  of  radiology  on  around-the-clock  basis,  while  the  Supervising 
X-ray  Technician  II  is  responsible  for  a  major  division  of  a  radiology  department. 
The  Chief  X-ray  Technician  receives  direction  from  the  chief  radiologist,  and  acts 
as  his  principal  assistant  in  the  performance  of  delegated  administrative,  super- 
visory, and  technical  functions. 

EXAMPLES  OF  DUTIES: 

1.  Assumes  responsibility,  through  subordinate  supervisory  staff,  for  the 
direction,  assignment,  and  review  of  the  work  of  a  large  staff  of  X-ray  technicians, 
registered  nurses,  and  ancillary  personnel;  is  responsible  for  work  schedules,  work 
areas,  and  quality  of  work;  counsels,  instructs,  reassigns,  and  evaluates  staff 
members  to  promote  maximum  efficiency  and  utilization  of  staff. 

2.  Assumes  responsibility  for  maintaining  technical  radiologic  services  in 
accordance  with  standards  established  by  the  chief  radiologist  and  such  state,  local 
and  federal  standards  as  may  apply;  is  responsible  for  the  technical  aspects  of 
radiologic  safety  in  the  hospital,  recommending  improvements  in  safety  devices  and 
procedures. 

3.  Assumes  responsibility  for  the  preparation  of  a  variety  of  reports,  docu- 
ments, payroll  records,  statistical  surveys,  and  other  required  data. 

4.  Acts  as  a  liaison  between  the  chief  radiologist  and  the  non-medical  staff 
by  mediating  individual  problems  relating  to  staffing,  morale,  scheduling,  work 
methods,  procedures,  discipline,  transfers,  safety,  and  other  actions  regarding 
assigned  personnel  ; refers  unresolved  problems  to  the  chief  radiolgoist. 

5.  Directs  and  participates  in  the  training  of  staff  technicians,  particularly 
with  regard  to  specialized  procedures,  may  participate  in  the  formulation  and 
direction  of  a  formal  training  program  for  student  X-ray  technicians,  including 
providing  direct  instruction  to  students. 

6.  May  represent  the  department  at  administrative  conferences  and  may  repre- 
sent the  chief  radiologist  in  non-medical  aspects  of  the  department's  operation  and 
upon  delegation  may  act  on  his  behalf;  as  directed,  studies  and  evaluates  technical 
and  administrative  departmental  problems  and  makes  recommendations  for  their  solu- 
tions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supplemented  by 
completion  of  an  approved  course  in  X-ray  photography  and  techniques. 

Requires  at  least  five  years  of  X-ray  technician  experience,  including  at  least 
two  years  in  a  supervisory  capacity,  under  the  direction  of  a  radiologist  certified 
by  the  American  Board  of  Radiology. 


-  2  - 

CLASS  TITLE:  CHIEF  RADIOLOGIC  TECHNOLOGIST  CODE:  2431 

MINIMUM  QUALIFICATIONS: 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  theoretical  and  work- 
ing knowledge  of  the  techniques  of  X-ray  photography  and  related  procedures;  the 
organization  and  operation  of  a  large  and  technically  complex  department  of  radio- 
logy. 

Requires  exceptional  skill  and  ability  to:   Plan,  organize  and  direct  the 
technical  activities  of  a  large  radiology  department;  advise,  instruct  and  direct 
subordinate  supervisory  and  technical  staff  engaged  in  important  technical  radio- 
logical procedures;  establish  and  maintain  effective  working  relationships  with 
superior  and  subordinates;  supervise  the  maintenance  of  complex  and  detailed 
radiological  records  and  the  preparation  of  accurate  and  concise  technical  reports. 

License:  Requires  registration  with  the  American  Registry  of  X-ray  Technicians 
to  practice  as  an  x-ray  technician  and  current  permanent  license  issued  by  State 
of  California  as  a  certified  Radiologic  Technologist. 

PROMOTIVE  LINES: 

To  :  No  normal  line  of  promotion 

From:   2429  Supervising  Radiologic  Technologist  II 


Adopted:      3/25/74- 


CLASS  TITLE:   ELECTROCARDIOGRAPH  TECHNICIAN  CODE:    2U32 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  operates  electrocardiograph  equipment  to  record 
electromotive  variations  in  the  actions  of  heart  muscles;  records  graph 
of  wave  tracings  for  use  in  diagnosis  of  heart  ailments;  and  performs 
related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods 
and  procedures;  achieving  some  economies  and/or  preventing  some  losses 
through  the  proper  handling  of  equipment,  materials  and  supplies;  mak- 
ing regular  contacts  with  other  employees  and  with  individual  patients; 
compiling  and  maintaining  specialized  technical  records. 

EXAMPLES  OF  DUTIES: 

1.  Operates  an  electrocardiograph  machine  in  taking  electrocardio- 
grams of  patients  on  all  wards,  as  directed  by  attending  physicians. 

2.  Reviews  and  edits  each  electrocardiogram;  cuts  and  mounts 
duplicate  copies;  prepares  records  of  each  patients  together  with  related 
data;  codes  and  files  copies  for  official  records. 

3.  May  also  operate  a  basal  metabolism  machine;  tests  machine  for 
oxygen  leaks;  prepares  patient  for  test;  administers  test;  computes 
results  and  compares  with  data  taken  from  the  physician; s  requisitions; 
disassembles  machine,  sterilizes  mouth  piece  and  nose  clips. 

h.        May  take  phonocardiograms;  may  take  vectorcardiograms  by  photo- 
graphing oscilloscope  vector  pattern  and  developing  and  mounting  the  films. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experiences    Requires  completion  of  high  school,  sup- 
plemented by  at  least  two  years  of  training  and  experience  in  hospital 
electrocardiograph  techniques;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge 
of  electrocardiograph  and  other  similar  equipment. 

Requires  skill  and  ability  to:  take  electrocardiogram  on  own  ini- 
tiative; have  confidence  and  reliability  in  approaching  and  reassuring 
patients. 

PROMOTIVE  LINES: 

To:    Senior  Electrocardiograph  Technician 

From:   Original  entrance  examination 


CLASS  TITLE:   SENIOR  ELECTROCARDIOGRAPH  TECHNICIAN        CODE:    2h3i 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  the  work  of  several  electrocard- 
iograph technicians  and  other  laboratory  and  clerical  assistants  in 
operating  electrocardiograph  equipment  to  record  varieties  in  the  action 
of  the  heart  muscles  for  use  in  diagnosis  of  heart  ailments;  personally 
participates  in  making  electrocardiograph  recordings;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  enforc- 
ing existing  procedures  and  methods  in  operating  electrocardiograph  equip- 
ment; achieving  moderate  economies  and/or  preventing  moderate  losses 
through  enforcing  proper  and  efficient  handling  of  equipment,  materials 
and  supplies;  making  regular  contacts  with  physicians,  nurses,  employees 
and  individual  patients;  preparing,  checking  and  reviewing  important 
technical  records  pertaining  to  electrocardiograph  recordings  and  related 
reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  several  electrocardiograph  technicians  and  auxiliary 
laboratory  and  clerical  personnel;  personally  participates  in  performing 
electrocardiograph  technician  duties;  interprets  procedures  in  accordance 
with  the  advice  of  physicians. 

2.  Edits  each  electrocardiagrom;  notifies  physician  promptly  in 
cases  of  evidence  of  urgent  necessity  as  evidenced  by  results  of  test 
recordings. 

3.  Supervises  and  participates  in  cutting  recorded  tracings  into 
small  sections;  pastes  or  staples  sections  to  special  record  for  each 
patient  tested  and  completes  forms  with  proper  identifications  and  other 
pertinent  information  for  filing  and  future  reference. 

U.        Supervises  the  maintenance  and  repair  of  electrocardiograph 
equipment  and  electronic  equipment  in  the  laboratory;  replenishes  supplies 
of  tracing  paper  and  ink,  as  necessary. 

5.   May  operate  basal  metabolisim  machine,  take  phonocardiograms  and 
vectorcardiograms . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:    Requires  completion  of  high  school,  sup- 
plemented by  at  least  three  years  of  experience  in  hospital  electrocardio- 
graph techniques;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  working  know- 
ledge of:  electrocardiograph  and  other  similar  equipment. 

Squires  skill  and  ability  to  make  electrocardiagrams  on  own  initia- 
tive and  to  supervise  other  technicians  in  performing  similar  duties. 

PROMOTIVE  LINES: 

To:   No  Normal  Lines  of  Promotion 

From:   Electrocardiograph  Technician 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(AMENDS  AND  RETITLES 
2436  ELECTROENCEPHAL- 
OGRAPH TECHNICIAN) 

CLASS  TITLE:   ELECTROENCEPHALOGRAPH  TECHNICIAN  I  CODE:   2436 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  operates  electroencephalograph  equipment  to  record  impulse  fre- 
quencies and  differences  in  electrical  potential  between  various  areas  of  the  brain 
to  obtain  data  for  use  in  diagnosis  of  brain  disorders;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   Following  established  methods  and  procedures  in  the 
handling  and  use  of  electroencephalograph  equipment;  achieving  some  economies  and/or 
preventing  some  losses  through  the  proper  handling  of  equipment,  materials  and 
supplies;  making  regular  contacts  with  other  employees  and  with  individual  patients; 
compiling  and  maintaining  specialized  technical  records.   Nature  of  work  may  be  some- 
what hazardous  as  it  involves  contact  with  mentally  disturbed  patients,, 

EXAMPLES  OF  DUTIES: 

1.  Makes  appointments  with  patients  pursuant  to  medical  staff  requisitions;  inter- 
views patients  for  nonmedical  information;  attempts  to  reassure  disturbed  patients. 

2.  Operates  an  electroencephalograph  machine  in  making  electroencephalograms  of 
patients  as  directed  by  medical  staff;  carries  out  specific  electroencephalograph 
procedures  as  directed  by  physicians. 

3.  Reviews  and  edits  each  electroencephalogram,  rules  out  all  artifacts;  may  mark 
sections  of  the  electroencephalogram  for  study  by  the  medical  staff;  cuts  electro- 
encephalogram record  for  filing. 

4.  Sets  up  and  maintains  all  files  and  records  relevant  to  electroencephalograph 
laboratory;  types  relevant  letters  and  reports. 

5.  May  make  simple  repairs  and  adjustments  to  electroencephalograph  machine;  calls 
attention  to  superiors  regarding  the  need  for  major  repairs;  orders  supplies  and 
materials  for  the  laboratory. 

MINIMUM  QUALIF I CATIONS: 

Training  and  Experience:   Requires  graduation  from  high  school,  supplemented  by  at 
least  six  months  of  training  and  experience  in  the  operation  and  handling  of  hos- 
pital electroencephalograph  equipment;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  working  knowledge  of  the  opera- 
tion and  handling  of  electroencephalograph  equipment. 

Requires  skill  and  ability  to:   Distinguish  curve  characteristics  caused  by  brain 
disorders  and  recognize  and  eliminate  from  consideration  all  artifacts;  deal  politely 
and  cheerfully  with  patients. 

PROMOTIVE  LINES: 

To   :   2437  Electroencephalograph  Technician  II 

From:   Original  entrance  examination 

ADOPTED:   12/8/69 


(NEW  CLASS) 

mmmmmmmmmtmammm- 
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CLASS  TITLE:   ELECTROENCEPHALOGRAPH  TECHNICIAN  II  CODE:   2437 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  perforins  the  more  difficult  technical  work  of  a  small 
electroencephalographs  laboratory  and  provides  work  direction  for  the  laboratory 
staff;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   Carrying  out  and  interpreting  existing  procedures  and 
methods  in  operating  electroencephalograph  equipment;  achieving  moderate  economies 
and/or  preventing  moderate  losses  through  proper  and  efficient  handling  of  equip- 
ment, materials  and  supplies;  making  regular  contact  with  physicians,  nurses,  em- 
ployees and  individual  patients;  compiling,  maintaining  and  reviewing  specialized 
technical  records.   Nature  of  work  may  be  somewhat  hazardous  as  it  involves  contact 
with  mentally  disturbed  patients. 

EXAMPLES  OF  DUTIES: 

1„   Performs  the  more  difficult  or  critical  technical  work  of  a  small  electroen- 
cephalography laboratory;  provides  work  direction  for  a  small  staff  of  electroen- 
cephalograph technicians  by  determining  priorities  of  work  and  scheduling  patients 
according  to  the  urgency  of  their  needs;  reviews  work  of  Electroencephalograph 
Technician  I  on  nonroutine  tests;  interprets  technical  procedures  in  accordance 
with  instructions  of  physicians. 

2.  Provides  instruction  to  neurology  residents  and  interns  and  other  interested 
medical  personnel  in  electroencephalograph  techniques;  may  assist  the  diagnostic 
team  in  initial  interpretation  of  test  results. 

3.  Establishes  and  maintains  laboratory  standards  of  sterile  procedure;  initiates 
recording  technique  for  unusual  recording  situations. 

4„   Supervises  and  participates  in  the  review  and  editing  of  each  electroencephal- 
ogram, including  ruling  out  all  artifacts,  marking  sections  of  the  electroencephal- 
ogram for  study  by  the  medical  staff,  and  cutting  electroencephalogram  record  for 
filingo 

5.  Supervises  and  participates  in  the  maintenance  of  files  and  records  relevant  to 
the  work  of  the  laboratory;  insures  the  maintenance  of  proper  supplies  and  material 
for  the  laboratory. 

6„   Supervises  the  maintenance  and  repair  of  laboratory  equipment,  personally  pat- 
ticipating  in  making  simple  repairs  and  adjustments  and  making  arrangements  for 
major  repairs  when  indicated. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supplemented  by  six 
months  of  training  and  two  years  of  experience  in  the  operation  and  handling  of  hos- 
pital electroencephalograph  equipment;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  working  knowledge  of  the  oper- 
ation and  handling  of  electroencephalograph  equipment. 

Requires  skill  and  ability  to:   Distinguish  curve  characteristics  caused  by  brain 
disorders  and  recognize  and  eliminate  from  consideration  all  artifacts;  deal  polite- 
ly and  cheerfully  with  patients  and  provide  aid  and  secure  medical  assistance  when 
needed  to  deal  with  acutely  distressed  patients;  direct  and  organize  the  work  of  a 
small  technical  staff. 

PROMOTIVE  LINES: 

To   :   No  normal  lines  of  promotion 

From:   2436  Electroencephalograph  Technician  I 

ADOPTED:   12/8/69 


( 


CLASS  TITLE:    BLOOD  BANK  TECHNICIAN  CODE:    2\\3& 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  technical  duties  and  tests  in  connection 
with  the  operation  of  a  blood  bank  and  laboratory;  assists  in  the  prep- 
aration and  sterilization  of  equipment,  instruments  and  solutions;  and 
performs  related  duties  as  required. 

Requires  normal  responsibility  for:  following  established  methods, 
procedures  and  techniques;  achieving  some  economies  and/or  preventing 
some  losses  through  proper  handling  of  equipment,  materials  and  supplies; 
making  contacts  with  the  general  public  and  employees,  physicians  and 
nurses.   Duties  involve  exposure  to  minor  cuts  and  abrasions  and  some 
disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Takes  history  of  blood  donors  and  determines  eligibility  for 
donating  blood;  makes  vena  punctures;  drains  blood;  takes  donor's  blood 
pressure  and  temperature. 

2.  Performs  blood  compatibility  tests  in  matching  pilot  tubes  with 
patients'  specimens;   conducts  blood  typing  and  RH  tests  on  patients' 
specimens. 

3.  Receives,  labels  and  records  requests  for  blood  transfusion; 
dispenses  blood  and  plasma  (dried  or  frozen)  to  physicians  or  surgical 
nurses;  labels  pilot  tubes  and  bottles  of  blood  from  donors. 

h.        Orders  blood  and  plasma,  labels  and  records  type  and  RH-blood 
from  blood  bank;  prepares  records  of  cross-matching  blood  and  donor's 
blood. 

5.   Discusses  problems  with  superior  and  others  concerning  ordering 
and  replacing  blood  dispensed  to  patients;  makes  appointment  for  individual 
donors. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:    Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
bacteriology,  biochemistry,  or  related  fields. 

Requires  at  least  two  years  of  experience  in  a  recognized  laboratory 
engaged  in  hematology,  serology  and  bacteriology;  or  an  equi'alent  combi- 
nation of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  the  application  of  initia- 
tive knowledge  of  clinical  laboratory  techniques  as  applied  to  the  operation 
of  a  blood  bank  a  d  laboratory. 

Requires  skill  and  ability  to  perform  detailed  laboratory  examinations 
and  tests. 

PROMOTIVE  LINES: 

To:   Senior  Blood  Bank  Technician 

Clinical  Laboratory  Technologist 

From:   Original  entrance  examination 


( 


(NEW  CLASS) 

SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   TECHNICAL  INSTRUCTIONAL  ASSISTANT,  CODE:   2^39 

LABORATORY/STOREROOM  MANAGER 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  business  management  and/or  technical  support  duties 
in  a  biology  or  chemistry  laboratory  or  other  large  storeroom  operation  typically  involv- 
ing supervision  over  a  group  of  School  Laboratory  Assistants,  College  Aides  and  Technical 
Instructional  Assistants;  prepares  and  assists  in  the  justification  of  budget  estimates; 
prepares  and  assists  in  making  recommendations  for  safety  procedures  and  equipment,  main- 
tains expenditure  controls  over  approved  budgets;  directs  the  work  of  staff  and  related 
clerical  personnel;  orders  materials  and  supplies;  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Storeroom  managers  exercise  a  high  degree  of  independent  judgement  in  the  execution 
of  assignments  and  have  specialized  knowledge  of  the  subject  matter  field  or  area  of 
discipline  assigned,  as  well  as  familiarity  with  the  policies  and  procedures  of  the 
particular  department  to  which  they  will  be  assigned.   Positions  in  this  class  are  pri- 
marily managerial  and  supervisory  and  typically  involve  full  management  responsibility 
for  related  laboratory  support  or  teaching  support  activities. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  operation  of  a  biology  or  chemistry  laboratory  or  other  large 
storeroom  operation;  directs  School  Laboratory  Assistants,  College  Aides  and  Technical 
Instructional  Assistants  in  the  performance  of  tasks,  especially  those  relating  to  the 
use,  production  and  maintenance  of  storeroom  materials  and  equipment;  prepares  manuals 
relating  to  same  for  use  by  students  and  instructors. 

2.  Catalogues,  orders  and  maintains  inventories  of  storeroom  materials,  equipment 
and  supplies;  provides  technical  advice  in  the  selection  of  the  materials,  keeps  related 
records. 

3-   Prepares  and  maintains  expenditure  controls  over  approved  budget;  achieves  con- 
siderable economies  in  the  efficient  purchase  of  large  quantities  of  materials;  supplies 
and  equipment  for  the  laboratory. 

h.      Assists  the  instructor  in  developing  methods  and  procedures  for  new  lecture 
demonstrations  and  laboratory  experiments. 

5.  Stores  and  issues  equipment  and  supplies. 

6.  Selects,  trains  and  evaluates  laboratory  assistants. 

7.  Assists  the  department  head  in  developing  safety  procedures  and  recommending 
safety  equipment. 

DESIRABLE  QUALIFICATIONS: 

Training  and  Experience:   Possession  of  a  baccalaureate  degree  from  a  four  year 
college  or  university  with  major  course  work  in  the  appropriate  discipline  and  two  years 
of  paid  job  experience  managing  or  supervising  a  laboratory  or  storeroom  in  the  appro- 
priate department. 


I 


CLASS  TITLE: 


TECHNICAL  INSTRUCTIONAL  ASSISTANT, 
LABORATORY/STOREROOM  MANAGER 


CODE :   2*+39 


DESIRABLE  QUALIFICATIONS:   (continued) 


Knowledge,  Abilities  and  Skills:   Requires  thorough  technical  knowledge  of:   the 
subject  matter  of  the  discipline  or  field  of  activity  including  the  relevant  language, 
terminology,  equipment  and  supplies;  good  knowledge  of:   the  practices  and  procedures 
of  the  department  to  which  assigned  and  the  principles  of  supervision  and  management. 

Requires  the  ability  to:   work  independently  on  a  variety  of  assignments  requiring 
technical  and  managerial  skills;  train  and  supervise  student  assistants;  make  minor 
repairs  to  apparatus  and  equipment;  and  deal  effectively  with  administrators,  instructors, 
students  and  the  general  public. 

Requires  skill  in:   the  selection  and  use  of  appropriate  methods  and  materials  for 
instructional  purposes;  the  instruction  of  students  and  student  assistants  in  the  use  of 
materials  and  equipment. 


Note:   This  class  is  exempt  from  examination  under  the  provisions  of  Charter  Section 
8.300(a)(2). 

ADOPTED:   1-7-80 


(Abolishes  2Mt7  Technical  Instructional  Assistant,  Chemistry  and  2^48  Technical 
Instructional  Assistant,  Biological  Science) 


I 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   VETERINARY  LABORATORY  TECHNOLOGIST  CODE:   2440 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  laboratory  procedures  in  connection  with  the 
diagnosis,  treatment  and  prevention  of  disease  or  injury  to  animals  in  the  San  Fran- 
cisco Zoo  collection;  assists  the  veterinarian  in  the  operation  of  the  zoo  hospital; 
and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Incumbents  in  this  class  work  exclusively  with  exotic  animals,  live  or  dead,  or 
with  specimens  taken  from  such  animals;  they  are  required  to  assist  the  zoo  veteri- 
narian in  the  care  of  animals  as  well  as  perform  a  variety  of  laboratory  procedures. 
The  position  differs  from  class  2444  Clinical  Laboratory  Technologist  in  that  no  li- 
cense is  required  and  clinical  specimens  examined  are  of  animal  rather  than  human 
origin.   Inherent  in  the  duties  assigned  to  this  class  are  the  hazards  associated 
with  continuous  exposure  to  exotic  animals  and  animal  ailments  and  diseases. 

EXAMPLES  OF  DUTIES: 

1.  Sets  up  laboratory  apparatus;  performs  tests  and  makes  clinical  determinations 
of  a  variety  of  samples  and  specimens  taken  from  animals  in  the  San  Francisco  Zoo  col- 
lection in  the  fields  of  hematology,  urinalysis,  parasitology  and  mycology  and  related 
pathological  investigations. 

2.  Prepares  sick  or  injured  animals  using  chemical  or  other  restraints  for  the 
taking  of  blood  and  other  clinical  samples;  assists  the  veterinarian  and  other  zoo 
employees  in  the  care  and  treatment  of  zoo  animals. 

3.  Counts  red  and  white  blood  cells  and  performs  such  related  procedures  as  centri- 
fuging  and  separating  serum,  making  protein  free  filtrates,  blood  urea,  nitrogen  and 
other  tests;  conducts  tests  of  stools  for  occult  blood,  fats  and  starches. 

4.  Makes  bacteriological  tests  to  include  the  staining  of  samples  of  sputum,  exu- 
dates, feces  and  excreta;  makes  microscopic  examinations  for  the  presence  of  protozoa 
and  other  parasites  and/or  their  ova;  and  drafts  reports  of  findings. 

5.  Assists  in  the  pathological  examination  of  zoo  animals;  prepares  histologic 
slides;  makes  routine  and/or  special  stains  as  required  including  preparation  of  neces- 
sary reagents  and  solutions;  assists  the  veterinarian  in  obtaining  samples  for  medical 
tests  as  well  as  for  bacterial  infections. 

6.  Maintains  optimum  standards  of  sanitation  and  hygiene  in  the  care  and  storage 
of  laboratory  equipment  and  supplies  and  in  the  care  of  enclosures  occupied  by  sick  or 
injured  animals. 

7.  May  be  required  to  operate  equipment  in  the  animal  hospital  as  directed  and 
supervised  by  the  hospital  veterinarian. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  two-year  college  course  in  animal 
technology  with  major  course  work  in  bacteriology,  microscopy  and  related  chemistry  and 
laboratory  techniques. 

Requires  at  least  one  year  of  experience  in  veterinary  laboratory  technology,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  basic  working  knowledge  of  the  prin- 
ciples, practices  and  routine  procedures  followed  in  a  veterinary  laboratory;  ability 
to  make  accurate  observations,  distinguish  the  abnormal  from  the  normal;  ability  to  dis- 
tinguish colors/tints;  ability  to  work  with  a  minimum  of  supervision;  ability  to  prepare 
reports  and  maintain  supporting  files. 


CLASS  TITLE:   VETERINARY  LABORATORY  TECHNOLOGIST  CODE:   2440 

MINIMUM  QUALIFICATIONS:   (contd) 

Requires  close  mental  attention  and  concentration  while  handling  and  working  with 
animals  in  the  zoo  collection  in  the  course  of  conducting  tests  and  examinations; 
requires  initiative,  willingness  to  accept  responsibility;  good  working  knowledge  of 
wild  animal  behavior. 

PROMOTIVE  LINES: 

To  :   To  be  determined 

From:   Original  entrance  examination 

Adopted:  12/2/74 

(NEW  CLASS) 


I 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIAGNOSTIC  MEDICAL  SONOGRAPHER  I  CODE:   2441 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  ultrasound  procedures  to  assist  physicians  in  the 
diagnoses  of  disease  and  injuries,  studies  of  malfunctions  of  organs  and  pre-natal 
examinations;  confers  with  physicians  regarding  determination  of  appropriate  ultra- 
sonic procedures;  prepares  patients  for  examinations  and  explains  procedures;  pre- 
pares and  maintains  records  and  files;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  Diagnostic  Medical  Sonographer  I  is  distinguished  from  positions  in  the 
Radiologic  Technologist  series  in  that  the  Radiologic  Technologist  performs  diagnostic 
and  therapeutic  radiographic  examinations  and  procedures  whereas  the  Disgnostic 
Medical  Sonographer  I  operates  ultrasound  diagnostic  equipment  to  produce  two  dimensional 
ultrasonic  patterns.   The  Diagnostic  Medical  Sonographer  I  is  distinguished  from  the 
next  higher  level  Diagnostic  Medical  Sonographer  II  in  that  it  performs  the  more 
routine  ultrasonic  scanning  duties,  while  the  Diagnostic  Medical  Sonographer  II  is 
also  responsible  for  the  training  and  supervision  of  personnel,  performance  of 
specialized  studies,  and  participation  in  research  activities. 

EXAMPLES  OF  DUTIES: 

1.  Selects  and  operates  a  variety  of  ultrasound  diagnostic  equipment  by  applying 
non-ionizing  high  frequency  ultrasonic  waves  to  patients  through  the  use  of  a  hand- 
operated  or  remote  control  tranducer  to  produce  two-dimensional  ultrasonic  patterns 
and  positive  pictures  of  internal  organs  for  diagnostic  use  by  a  physician.   Such 
studies  include  obstetrical,  gynecological,  and  abdominal  examinations,  and  occasional 
thyroid  and  portable  scans. 

2.  Confers  with  referring  physicians  regarding  patients'  histories  and  determina- 
tion of  appropriate  ultrasonic  procedures. 

3.  Prepares  patients  for  examinations  by  instructing  or  assisting  them  in  assum- 
ing the  required  physical  positions;  explains  examination  process  to  patients. 

4.  Photographs  visual  images  of  organs  shown  on  display  module;  develops  film; 
prepares  and  maintains  patients'  records,  logs,  and  department  sonographic  files. 

5.  Maintains  ultrasound  equipment  by  performing  adjustment  calibrations  or 
notifying  superior  of  needed  repairs. 

MINIMUM  QUALIFICATIONS: 

Knowledge,  Abilities  and  Skills:   Requires  the  knowledge,  abilities  and  skills 
th  it  enable  the  Diagnostic  Medical  Sonographer  I  to  fulfill  the  expected  competent 
performance  required  by  the  American  Registry  of  Diagnostic  Medical  Sonographers , 
medical  protocals,  and  departmental  policies  and  procedures. 

Certification:   Requires  possession  of  a  valid  certificate  as  a  Registered 
Diagnostic  Medical  Sonographer  issued  by  the  American  Registry  of  Diagnostic  Medical 
Sonographers. 

ADOPTED:   1  -9-8^4 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIAGNOSTIC  MEDICAL  SONOGRAPHER  CODE:   2442 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  routine  and  specialized  ultrasound 
procedures  to  assist  physicians  In  the  diagnoses  of  disease  and  Injuries, 
studies  of  malfunctions  of  organs,  and  prenatal  examinations;  confers  with 
physicians  regarding  patients'  histories  and  determination  of  appropriate 
procedures;  prepares  patients  for  examinations;  maintains  records  and  files; 
and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  diagnostic  Medical  Sonographer  Is  distinguished  from  positions  In  the 
Radiologic  Technologist  series  In  that  the  Radiologic  Technologist  performs 
diagnostic  and  therapeutic  radiographic  examinations  and  procedures,  whereas 
the  Diagnostic  Medical  Sonographer  performs  diagnostic  exams  with  ultrasound. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Selects  and  operates  a  variety  of  ultrasound  diagnostic  equipment  by 
applying  non-Ionizing  high  frequency  ultrasonic  waves  to  patients  through  the 
use  of  transducers  to  produce  ultrasonic  pictures  of  Internal  organs  for 
diagnostic  use  by  a  physician.  Such  studies  Include  obstetrical, 
gynecological,  and  abdominal  evaluations,  and  specialized  diagnostic 
procedures  such  as  aspirations,  doppler  and  vascular  work,  neonatal, 
neurosonography,  carotid  and  thyroid  scans,  scrotal  scans  and  portable  scans. 

2.  Trains  medical  and  technical  personnel  such  as  radiology  residents, 
radiologic  technology  students  and  student  ultrasonography  technologists  1n 
the  principles  of  diagnostic  ultrasound  Imaging. 

3.  Consults  with  referring  physicians  regarding  patients'  histories  and 
determination  of  appropriate  ultrasonic  procedures. 

4.  Prepares  patients  for  examinations  by  Instructing  or  assisting  them  1n 
assuming  required  physical  positions;  explains  examination  process  to  patients. 

5.  Photographs  visual  images  of  organs  shown  on  display  module;  develops 
film  and  operates  digital  or  matrix  recording  systems;  prepares  and  maintains 
patients'  records. 

6.  Maintains  ultrasound  equipment  by  performing  adjustment  calibrations 
or  notifying  appropriate  personnel  of  needed  repairs. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual if ications. . .and  other 
particulars...  Applicants  must  be  quided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  <CSC  Rule  9) 

Knowledge,  Abilities,  and  Skills:  Comprehensive  knowledge  of  current 
ultrasound  examination  procedures  and  techniques  including  abdominal, 
obstetrical /gynecological ,  and  other  appropriate  procedures  for  miscellaneous 
studies;  anatomy  and  anatomical  landmarks;  safety  standards,  precautions,  and 
procedures.  DOHi  IMPmts  DEPT 

COT  22'     ) 

SAN  FRANCISCO 
PUBLIC  LIRRARV 


CLASS  TITLE:   DIAGNOSTIC  MEDICAL  SONOGRAPHER  CODE:   2442 

QUALIFICATIONS:   (Cont.)  f 

Ability  to  evaluate  patients'  conditions  to  ensure  accuracy  of  procedures; 
effectively  operate  and  maintain  ultrasound  equipment;  evaluate  and  respond  to 
a  variety  of  verbal  and  written  directives  and  requests  In  compliance  with 
departmental  policies  and  procedures;  effectively  Interact  with  a  variety  of 
Individuals  including  hospital  personnel  and  patients;  provide  ultrasound 
training  and  Inspection  to  physicians,  fellow  technologists  and  students. 

Certification:  Requires  possession  of  a  current  certificate  as  a 
Registered  Diagnostic  Medical  Sonographer  Issued  by  the  American  Registry  of 
Diagnostic  Medical  Sonographers. 

ADOPTED:   1-9-84 

AMENDED  AND  RETITLED:   8-16-93 

4402c 


CLASS  TITLE:   CLINICAL  LABORATORY  TECHNOLOGIST  CODE:  2hhh 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  number  of  routine  clinical 
laboratory  tests  to  discover  the  presence  of  pathogenic  microorganisms 
or  other  characteristics  of  specimens  submitted  for  diagnostic  purposes; 
and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established 
clinical  laboratory  methods  and  procedures;  achieving  some  economies 
and/or  preventing  some  losses  through  proper  handling  of  laboratory 
equipment,  materials  and  supplies;  making  occasional  contacts  -with 
persons  outside  the  immediate  organization  unit;  preparing  technical 
laboratory  records  and  reports  of  results  of  tests  and  examinations. 
Nature  of  work  involves  continuous  exposure  to  accident  and  health 
hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Sets  up  laboratory  apparatus;  performs  tests  and  makes  determina- 
tions of  a  variety  of  samples  and  specimens  submitted  in  connection  with 
the  operation  of  a  hospital  clinical  laboratory  in  the  field  of  hemat- 
ology, urinalyses,  parasitology  and  mycology,  body  fluids  and  miscel- 
laneous items. 

2.  Counts  red  and  white  blood  cells  and  performs  related  pro- 
cedures such  as  centrifuging  and  separating  serum,  making  protein-free 
filtrates,  blood  urea,  nitrogen  and  other  tests. 

3.  Makes  bacteriological  tests  including  staining  specimens, 
examining  them  microscopically  and  reporting  findings;  also  staining 
and  examining  sputum,  exudates,  feces  and  mycology  specimens. 

!;.  Makes  microscopic  examinations  for  presence  of  parasites  such 
as  pinworms,  ova  and  protozoa. 

So     Makes  tests  of  cerebral  spinal  fluids,  counts  and  differentiates 
the  cells;  makes  reports  of  findings. 

6.  Makes  tests  of  stools  for  occult  blood,  white  and  red  blood 
cells,  fats  and  starches. 

7.  Assists  pathologist  in  gross  examination  of  specimens;  prepares 
histologic  slides  or  makes  routine  and  special  stains  as  required, 
including  preparation  of  necessary  reagents  and  solutions;  assists 
autopsy  surgeon  in  :,t/iaining  specimens  for  medical-legal  tests  and 
reportable  bacterial  infections;  makes  microscopic  examinations  of 
slides  and  prepares  reports  of  findings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  col- 
lege or  university  with  a  baccalaureate  degree,  with  major  course  work 
in  bacteriology,  microscopy  and  the  related  chemistry  and  laboratory 
techniques. 

Requires  at  least  one  year  of  experience  in  clinical  laboratory 
technology,  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   CLINICAL  LABORATORY  TECHNOLOGIST  CODE:  2ldik 

(continued) 

Knowledge 9  Abilities  and  Skills:  Requires  good  basic  working 
knowledge  of  the  principles,  practices  and  routine  procedures  of 
clinical  laboratory  operations. 

Requires  close  mental  attention  and  concentration  for  short  periods 
in  conducting  various  tests  and  the  technical  skill  and  ability  to  make 
accurate  observations  and  determinations  and  prepare  related  reports  of 
findings  o 

License:  Possession  of  a  current  valid  license  as  a  clinical 
laboratory  technologist  issued  by  the  state  board  of  health. 

PR0M3TIVE  LINES: 

To:  Senior  Clinical  Laboratory  Technologist 

From:  Original  entrance  examination 


CLASS  TITLE;    SENIOR  CLINICAL  LABORATORY  TECHNOLOGIST      CODE:    2UU6 
CHARACTERISTICS  OF  THE  CLASS; 

Under  direction,  supervises  and  personally  participates  in  the 
operation  of  a  hospital  clinical  laboratory;  performs  the  difficult  and 
important  clinical  laboratory  tests  to  discover  the  presence  of  pathogenic 
microorganisms  or  other  characteristics  of  specimens  submitted  for  diagnos- 
tic purposes;  and  performs  related  duties  as  required. 

Requires  responsibility  for;  carrying  out,  interpreting  and  enforcing 
existing  laboratory  routines,  methods  and  procedures;  achieving  considerable 
economies  and/or  preventing  considerable  losses  through  proper  participation 
in  and  supervision  of  the  handling  of  laboratory  equipment,  materials  and 
supplies;  making  occasional  responsible  contacts  with  physicians,  surgeons 
and  various  department  heads;  gathering,  checking  and  reviewing  important 
reports  of  tests.  Nature  of  work  involves  continuous  exposure  to  accident 
and  health  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  the  making  of  tests  and  determin- 
ation of  a  variety  of  samples  and  specimens  submitted  in  connection  with 
the  operation  of  a  hospital  clinical  laboratory  in  the  field  of  hematology, 
urinalyses,  parasitology  and  mycology,  body  fluids  and  miscellaneous  items. 

2.  Supervises,  instructs  and  assigns  work  to  individual  technicians 
and  auxiliary  assistants. 

3.  Supervises  and  participates  in  the  preparation  of  reagents,  stains 
and  solutions  in  performing  various  chemical  and  bacteriological  examinations 

h.        Prepares  requisitions  for  replenishment  of  chemicals,  equipment  and 
other  materials  used  in  the  laboratory  operations;  checks  and  inspects  deliver- 
ies to  assure  compliance  with  orders. 

5.   Compiles  and  prepares  monthly  reports  of  work  performed  in  the 
laboratory;  posts  results  of  tests  on  laboratory  forms  and  in  register. 

MINIMUM  QUALIFICATIONS; 

Training  and  Experience;    Requires  completion  of  a  four  year  college 
or  university  witha  baccalaureate  degree,  with  major  course  work  in 
bacteriology,  microscopy  and  the  related  chemistry  and  laboratory  techniques. 

Requires  at  least  three  years  of  experience  in  clinical  laboratory 
technology;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  intensive  knowledge  of: 
the  principles,  practices  and  routine  procedures  of  clinical  laboratory- 
operations  and  the  ability  to  supervise  and  direct  a  number  of  technicians 
and  auxiliary  subordinates. 


CLASS  TITLE?    SENIOR  CLINICAL  LABORATORY  TECHNOLOGIST      CODE;  2kk6 

(Continued) 

Requires  intensive  mental  attention  and  concentration  for  short 
periods  in  conducting  various  difficult  and  special  tests  and  the 
technical  skill  and  ability  to  make  accurate  observations  and  determin- 
ations and  prepare  related  reports  of  findings. 

License;   Requires  possession  of  a  current  valid  license  as  a 
clinical  laboratory  technologist  issued  by  the  state  board  of  health. 

PROMOTIVE  LINES; 

To?   No  Normal  Lines  of  Promotion 

From;   Clinical  Laboratory  Technologist 
Senior  Blood  Bank  Technician 


I 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 


(NEW  CLASS) 
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CLASS  TITLE:   TECHNICAL  INSTRUCTIONAL  ASSISTANT, 

CHEMISTRY  CODE:   244-7 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  the  operation  and  maintenance  of  a 
college  chemistry  laboratory;  setting  up  lecture  demonstrations;  preparing  gen- 
eral laboratory  solutions  for  inorganic,  organic  and  quantitative  laboratories; 
distributing,  maintaining  and  adjusting  special  experimental  supplies  and  equip- 
ment; supervises  a  group  of  student  laboratory  assistants  in  the  operation  of  the 
laboratory;  maintains  laboratory  class  records  and  student  assistant  payroll;  or- 
ders materials  and  supplies;  performs  related  duties  as  required. 

Requires  responsibility  for:  Assisting  the  instructor  in  developing  methods 
and  procedures  for  new  lecture  demonstrations  and  laboratory  experiments;  en- 
forcing proper  and  efficient  use  and  handling  of  laboratory  equipment,  supplies 
and  materials;  achieving  considerable  economies  in  the  efficient  purchase  of 
large  quantities  of  materials,  supplies  and  equipment  for  the  laboratory  and 
maintaining  records  and  reports  relative  there  to;  making  frequent  and  respon- 
sible contacts  with  teachers,  laboratory  assistants,  and  students. 

EXAMPLES  OF  DUTIES: 

1 .  Directs  and  trains  a  group  of  laboratory  assistants  in  the  performance 
of  work  in  a  college  chemistry  laboratory,  including  preparation  of  a  laboratory 
solutions,  setting  up  lecture  demonstrations;  distributing  special  experimental 
supplies  and  equipment  and  maintaining  the  laboratory. 

2.  Maintains  and  adjusts  laboratory  equipment,  including  laboratory  bal- 
ances, phmeters,  ammeters  and  volt  meters. 

3.  Assists  the  supervising  instructor  in  the  preparation  of  the  laboratory 
class  records  and  student  equipment  loan  records. 

4-.  Checks  inventory  orders  and  receives  and  checks  deliveries  of  glassware, 
chemicals  and  other  materials  and  supplies. 

5.  Assists  instructor  in  revision  and  development  of  new  lecture  demon- 
strations and  laboratory  experiments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  two  years  of  college  with 
at  least  20  units  of  laboratory  science  (of  which  15  must  be  in  chemistry  courses 
of  college  level),  or  an  equivalent  combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills:  Requires  a  knowledge  of:   The  principles, 
practices  and  procedures  of  college  chemistry;  laboratory  operations,  expecially 
as  related  to  laboratory  experiments  and  the  apparatus,  equipment  and  supplies 
used  therein;  knowledge  of  the  operation  of  and  maintenance  of  a  variety  of 
technical  equipment  used  in  the  Chemistry  Department. 

Requires  skill  and  ability  to:   Plan,  organize,  coordinate  and  supervise  the 
work  of  subordinate  employees;  keep  records  and  reports  related  to  the  selection 
and  purchase  of  large  quantities  of  laboratory  equipment  and  supplies;  meet  with 
and  deal  successfully  with  teachers,  students  and  the  general  public. 

PROMOTIVE  LINES: 

To:   normal  lines  of  promotion 
From:   Original  entrance  examination 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(AMENDED) 

DOCUMENTS 

CLASS  TITLE:   TECHNICAL  INSTRUCTIONAL  ASSISTANT,  CODE:   2448 

BIOLOGICAL  SCIENCES  APR  2  0  1971 

SAN  FRANCISCO 

CHARACTERISTICS  OF  THE  CLASS:  PU*uc  iibrarv 

Under  general  direction,  supervises  the  operations  of  a  life  sciences  laboratory 
in  providing  exhibits,  models,  experiments  and  teaching  aids  to  a  wide  variety  of 
classes  under  a  life  sciences  program;  supervises  a  group  of  student  laboratory 
assistants  in  preparation  of  equipment,  supplies,  media  and  instructional  material; 
prepares  budget  for  equipment,  supplies,  personnel,  laboratory  services  and  main- 
tains control  of  expenditures  within  the  approved  budgets;  and  performs  related 
duties  as  required,, 

Requires  responsibility  for:   Demonstrating  initiative  and  ingenuity  in  the  pro- 
curement and  preparation  of  teaching  aids  and  laboratory  equipment  and  supplies 
used  for  instructional  purposes;  enforcing  proper  and  efficient  use  and  handling 
of  laboratory  equipment,  supplies  and  materials;  achieving  considerable  economies 
in  the  efficient  purchase  of  large  quantities  of  materials,  supplies  and  equipment 
for  the  laboratory  and  maintaining  records  and  reports  relative  thereto;  making  fre- 
quent and  responsible  contact  with  teachers,  students  and  the  general  public 

EXAMPLES  OF  DUTIES: 

10   Directs  a  group  of  laboratory  assistants  in  the  performance  of  work  in  a 
college  life  sciences  laboratory,  including  the  selection,  training  and  supervision 
of  laboratory  assistants  in  the  preparation  of  culture  media,  stock  solutions, 
special  animal  diets  and  classroom  instructional  materials,  as  well  as  the  training 
and  supervision  of  laboratory  personnel  in  the  maintenance  of  laboratory  animals, 
cultures,  cadavers  and  a  large  amount  of  equipment  and  supplies, 

20   Selects  and  purchases  services  and  supplies  needed  in  the  efficient  opera- 
tion of  and  in  carrying  out  the  functions  of  the  laboratory;  contacts  vendors  as  to 
price  trends,  sources  and  availability  of  services  and  supplies;  maintains  in- 
ventories and  schedules  for  the  maintenance  and  servicing  of  equipment 0 

3,  Advises  instructors  of  new  teaching  aids,  revision  and  modification  of 
existing  experiments  in  meeting  the  changing  needs  of  the  department  and  the  use  of 
various  pieces  of  laboratory  equipment  and  supplies. 

4.  Answers  inquiries  from  the  general  public,  teachers  and  students  of 
scientific  and  educational  nature;  conducts  tours  of  the  Life  Science  Department; 
maintains  bulletin  boards  of  displays  and  exhibits  relating  to  activities  of  the 
Life  Science  Department. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college  or  uni- 
versity with  a  baccalaureate  degree,  with  major  course  work  in  biological  sciences, 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  knowledge  of:   The  principles, 
practices  and  procedures  of  biological  sciences  laboratory  operations,  especially 
as  related  to  laboratory  experiments  and  the  apparatus,  equipment  and  supplies  used 
therein;  knowledge  of  the  operation  of  and  maintenance  of  a  variety  of  technical 
equipment  used  in  the  Life  Science  Departments  may  occasionally  use  optical,  power 
and  hand  tools  to  perform  minor  repairs  of  this  equipment^  sterilization  methods; 
care  and  feeding  of  common  laboratory  animals,  plants,  and  other  experimental  sub- 
jects. 

Requires  skill  and  ability  to:   Plan,  organize,  coordinate  and  supervise  the 
work  of  subordinate  employees;  keep  records  and  reports  related  to  the  selection  and 


CLASS  TITLE:   TECHNICAL  INSTRUCTIONAL  ASSISTANT,  CODE:   2448 

BIOLOGICAL  SCIENCES 


MINIMUM  QUALIFICATIONS:   (contd) 

and  purchase  of  large  quantities  of  laboratory  equipment  and  supplies;  meet  with 
and  deal  successfully  with  teachers,  students  and  the  general  public,, 

PROMOTIVE  LINES: 

To   :   No  normal  lines  of  promotion 

From:   Original  entrance  examination 
AMENDED:   3/1/71 


' 


CLASS  TITLE:    PHARMACIST  CODE:    2lr50 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  number  of  professional 
pharmaceutical  duties  in  the  compounding  of  drugs  and  dispensing  of 
medicines  and  medical  preparations  in  a  large  institution  pharmacy;  may 
supervise  pharmacy  helpers;  and  performs  related  duties  as  required. 

Requirss  responsibility  for:  carrying  out  existing  methods  and 
procedures  in  compounding  drugs  and  for  explaining  drug  dosages,  incomp- 
atibilities, toxicity,  etc.  to  institution  staff  members;  achieving 
considerable  economies  through  the  efficient  handling,  safe-guarding  and 
proper  rotation  of  drugs,  materials  and  supplies;  making  contacts  with 
physicians,  nurses  and  other  members  of  the  institution  staff;  preparing 
and  keeping  routine  records  and  reports,  particularly  as  required  by 
federal  and  state  laws.  Nature  of  work  involves  continuous  close  attention 
for  accurate  results. 

EXAMPLES  OF  DUTIES? 

1.  Compounds,  prepares  and  labels  medications  and  preparations  as 
directed  by  prescription. 

2.  Dispenses  narcotic  and  hypnotic  drugs  in  compliance  with  fedaal 
and  state  law. 

3.  Checks  pharmacy  regular  and  reserve  stock  and  stock  at  ward 
nursing  stations  for  the  purpose  of  keeping  inventories  stable  and  elimin- 
ating drugs  which  are  outdated  or  otherwise  deemed  unsatisfactory  for  use. 

h.        Maintains  records  required  by  law  on  ward  nursing  stations; 
requisitions,  hypnotic  and  narcotic  prescriptions,  and  out-patient  pre- 
scriptions. 

5>.   Incidentally,  maintains  a  drug  literature  file  for  the  use  of 
pharmacists  and  other  institutional  staff. 

6.  May  answer  questions  on  drug  medication  as  to  dosage,  incompat- 
ibilities, various  forms,  toxicity,  etc.  for  doctors,  nurses,  interns  and 
student  nurses. 

1 ,        Incidentally  maintains  a  hospital  formulary  which  is  adopted  and 
under  control  of  the  medical  staff. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:    Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree  in  pharmachology. 

Requires  at  least  one  year  of  professional  experience  in  the  compound- 
ing and  dispensing  of  prescribed  drugs,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of: 
modern  methods  and  procedures  used  in  the  practice  of  pharmacy,  including 
the  united  states  pharmacopeia  and  national  formulae;  laws  regulating  the 
practice  of  pharmacy. 


CLASS  TITLE:   PHARMACIST  (Continued)  CODE;   21^0 

Requires  skill  and  ability  to:  prepare  and  maintain  accurate, 
routine  reports  and  records;  supervise  the  work  of  subordinate  pharmacy 
helpers  and  judge  the  adequacy  of  their  work  performance. 

License:   Requires  possession  of  a  current  certificate  as  a 
licentiate  in  pharmacy  issued  by  the  California  state  board  of  pharmacy. 

PROMOTIVE  LINES: 

To:   Senior  Pharmacist 

From:   Original  entrance  examination 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  SENIOR  PHARMACIST,  LAGUNA  HONDA  HOSPITAL  CODE:   2U51 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  oper  tion  of  the  pharmacy  at 
Laguna  Honda  Hospital;  supervises  the  work  of  pharmacists  and  pharmacy  helpers; 
performs  the  duties  of  pharmacist;  and  performs  rciaiea  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and  enforcing 
existing  policies,  methods  and  procedures;  achieving  considerable  economies 
through  the  efficient  handling,  safeguarding  and  proper  rotation  of  drugs, 
materials  and  supplies  and  through  the  efficient  recommendations  regarding 
purchases  and  replenishment  of  stocks;  making  contacts  with  institution 
personnel  of  high  rank,  institution  personnel  in  general  and  medical  service 
representatives  of  pharmaceutical  companies;  supervising  or  preparing  and 
maintaining  routine  records  and  reports,  particularly  as  required  by  Federal 
and  State  laws.  Nature  of  work  involves  continuous  close  attention  for 
accurate  results. 

EXAMPLES  OF  DUTIES: 

1.  Performs  and/or  supervises  the  performance  of  the  duties  of  a 
pharmacist,  such  as  compounding  drugs,  preparing,  labeling  and  dispensing 
medications  and  medical  preparations,  checking  pharmacy  stock,  keeping  records 
and  maintaining  drug  literature  files,  and  answering  questions  of  other 
institution  medical  staff. 

2.  Initiates  all  orders  for  purchase  of  drugs,  supplies  and  equipment 
for  the  pharmacy. 

3.  Receives  medical  service  representatives  of  the  various  pharma- 
ceutical companies  and  discusses  drug  lines  and  new  drug  items,  their  uses, 
interchangeability,  price,  availability,  etc. 

U.  Supervises  the  receipt,  inventory  and  storage  of  all  purchases  as 
received. 

5,  Attends  staff  meetings  as  required;  attends  seminars  of  interest 
in  the  pharmaceutical  field, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  a  four-year  college  or 
university  with  a  baccalaureate  degree  in  pharmacology. 

Requires  at  least  three  years  of  professional  experience  in  the 
compounding  of  drugs  and  dispensing  of  prescription  medicines,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of:  the 
modern  methods  and  procedures  used  in  the  practice  of  pharmacy,  including  the 
United  States  Pharmacopeia  and  National  Formulae;  the  laws  regulating  the 
practice  of  pharmacy. 

Requires  skill  and  ability  to:  prepare  and  maintain  accurate  routine 
reports  and  records;  supervise  the  work  of  subordinate  professional  and  non- 
professional pharmacy  workers;  judge  and  pass  on  the  adequacy  of  their  work 
performance. 


CLASS  TITLES   SENIOR  PHARMACIST,  LAGUNA  HONDA  HOSPITAL  (Continued)  CODE:  2U51 

i 
License;  Requires  possession  of  a  current  certificate  as  a  licentiate 
in  pharmacy  issued  by  the  California  State  Board  of  Pharmacy,, 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Pharmacist 

Adopted  1/16/6U 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 


CLASS  TITLE:   SENIOR  PHARMACIST,  CODE:   2U52 

SAN  FRANCISCO  GENERAL  HOSPITAL 


CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  the  operation  of  the  pharmacy  at 
San  Francisco  General  Hospital;  supervises  the  work  of  pharmacists  and  pharmacy 
helpers;  may  perform  the  duties  of  a  pharmacist;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  carrying  out,  interpreting  and  enforcing 
existing  policies,  methods  and  procedures;  achieving  considerable  economies 
through  the  efficient  handling,  safe-guarding  and  proper  rotation  of  drugs, 
materials  and  supplies  and  through  the  efficient  recommendations  regarding 
purchases  and  replenishment  of  stocks;  making  contacts  with  institution  per- 
sonnel of  high  rank,  institution  personnel  in  general  and  medical  service 
representatives  of  pharmaceutical  companies;  supervising  or  preparing  and 
maintaining  routine  records  and  reports,  particularly  as  required  by  federal 
and  state  laws.  Nature  of  work  involves  continuous  close  attention  for  accurate 
results. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and/or  performs  the  duties  of  a  pharmacist,  such  as  com- 
pounding drugs,  preparing,  labeling  and  dispensing  medications  and  medical 
preparations,  checking  pharmacy  stock,  keeping  records  and  maintaining  drug 
literature  files,  and  answering  questions  of  other  institutions  medical  staff, 

2.  Initiates  all  orders  for  purchase  of  drugs,  supplies  and  equipment 
for  the  pharmacy. 

3.  Receives  medical  service  representatives  of  the  various  pharma- 
ceutical companies  and  discusses  drug  lines  and  new  drug  items,  their  uses, 
interchange ability,  price,  availability,  etc. 

km     Supervises  the  receipt,  inventory  and  storage  of  all  purchases  as 
received. 

5.  Attends  staff  meetings  as  required;  attends  seminars  of  interest  in 
the  pharmaceutical  field. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:  Requires  completion  of  a  four  year  college  or 
university  with  a  baccalaureate  degree  in  pharmacology. 

Requires  at  least  three  years  of  professional  experience  in  the  com- 
pounding of  drugs  and  dispensing  of  prescription  medicines;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of:  the 
modern  methods  and  procedures  used  in  the  practice  of  pharmacy,  including  the 
United  States  pharmacopeia  and  national  formulae;  the  laws  regulating  the 
practice  of  pharmacy. 

Requires  skill  and  ability  to:  prepare  and  maintain  accurate  routine 
reports  and  records;  supervise  the  work  of  subordinate  proiessional  and  non- 
professional pharmacy  workers;  judge  and  pass  on  the  adequacy  u^oneir  work 
performance. 


CLASS  TITLE:   SENIOR  PHARMACIST,  CODE:   2lr52 

SAN  FRANCISCO  GENERAL  HOSPITAL  (Continued) 


License:  Requires  possession  of  a  current  certificate  as  a  licentiate 
in  pharmacy  issued  by  the  California  State  Board  of  Pharmacy* 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Pharmacist 


Amended  I/I6/6I4. 


3 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SUPERVISING  PHARMACIST  CODE:   2453 

CHARACTERISTICS  OK  THE  CLASS: 

Under  direction,  supervises  professional,  technical,  clerical  and  other  employees 
assigned  to  a  unit  of  a  large  pharmacy;  is'  responsible  for  the  administration  of  that 
unit;  plans  and  implements  the  pharmaceutical  systems  of  the  unit;  may  be  assigned 
supervisory  functions  of  a  particular  shift,  area  or  phannacywide  function;  may  be 
assigned  as  the  assistant  to  the  directing  pharmacist;  and  performs  related  duties  as 
required. 

DISTINGUISHING  FEATURES: 

Positions  in  class  2453  Supervising  Pharmacist  are  responsible  for  supervising 
and  administering  a  specialized  unit,  area,  shift  or  function  of  a  large  pharmacy  or  may 
be  assigned  as  the  assistant  to  the  directing  pharmacist.   Although  employees  in  this 
classification  are  expected  to  perform  professional  pharmacist  duties  as  necessary, 
the  class  is  distinguished  from  classification  2450  Pharmacist  by  its  supervisory  functions. 
It  is  further  distinguished  from  classification  2451  Senior  Pharmacist,  Laguna  Honda 
Hospital  and  2452  Director  of  Pharmaceutical  Services  in  that  these  classifications  are 
responsible  for  the  administration  of  an  entire  hospital  pharmacy.   Furthermore,  the 
Director  of  Pharmaceutical  Services  is  also  responsible  for  supplying  drugs  to  about 
twenty  City  agencies  through  the  pharmacy  storeroom.   It  differs  from  classification 
2454  Clinical  Pharmacist  in  that  the  clinical  pharmacist  specializes  in  drug  utilization 
coordination  and  education  of  patients  and  clinical  staff.      ■ 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  unit  of  pharmacists,  pharmacy  technicians,  pharmacy  helpers, 
clerks,  students  and  volunteers;  plans  work  schedules;  assigns  duties,  trains  employees 
and  evaluates  performances;  taking  disciplinary  actions  when  necessary. 

2.  Interprets  departmental  rules,  regulations  and  policies;  participates  in 
development  of  policies  and  procedures  with  the  directing  pharmacist;  participates  in 
budgetary  development;  writes  related  reports,  memos  and  records. 

3.  Interprets  physicians'  orders;  confers  with  commercial  pharmaceutical  repre- 
sentatives; maintains  inventory;  procures  pharmaceuticals  and  supplies;  functions  as 
interdepartmental  representative;  offers  professional  advice  concerning  the  services 
provided  by  the  unit. 

4.  Designs,  plans,  coordinates,  implements  and  supervises  pharmaceutical  systems, 
such  as  the  outpatient  distribution  service,  clinical  services,  intravenous  admixture 
and  unit  dose  programs  by:   participating  in  the  development  of  policies  and  protocols; 
composing  procedures  manual;  evaluating  system  and  planning  expansion;  consults  with 
medical  and  nursing  staff  regarding  their  needs. 

5.  May  be  assigned  specific  supervisory  responsibilities  over  a  particular  shift, 
such  as  the  evening  shift;  or  over  a  particular  area,  such  as  the  storeroom,  inpatient 
or  outpatient  pharmacy;  or  over  a  particular  pharmacy-wide  function,  such  as  controlled 
drugs,  purchasing  and/or  budget. 

6.  May  be  assigned  as  the  assistant  to  the  Director  of  I'lia  nnaeeul  i  r;i  I  Services, 
assuming  those  duties  in  his  or  her  absence. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  at  least  two  years  of  experience  as  a  licensed 
pharmacist  in  a  hospital  pharmacy;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   SUPERVISING  PHARMACIST  CODE:   2453 

MINIMUM  QUALIFICATIONS:   (Cont.) 

Knowledges,  Abilities  and  Skills:   Requires  the  knowledges,  abilities  and  skills 
of  a  licensed,  professional  pharmacist. 

Requires  ability  to:   supervise  the  work  of  subordinate  professional,  technical, 
clerical  and  other  pharmacy  employees. 

May  require  knowledge  of  and  ability  to:   plan  and  implement  a  specialized 
pharmaceutical  system;  supervise  a  specialized  area  or  function  of  a  large  pharmacy. 

License :   Requires  possession  of  a  valid  license  to  practice  pharmacy  issued  by 
the  Board  of  Pharmacy  of  the  State  of  California. 


ADOPTED:   Oct.  3,  1983 


< 


- 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   CLINICAL  PHARMACIST  CODE:  2^54 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  professional  pharmaceutical  duties  in  drug  education 
and  utilization;  counsels  patients  on  drug  usage;  educates  health  care  personnel  on 
drug  utilization;  may  compound  drugs  and  dispense  medicines  in  a  clinical  pharmacy; 
may  administer  the  drug  and  supply  budget  for  a  clinical  facility;  and  performs 
related  duties  as  required. 

DISTINGUISHING  FEATURES: 

A  Clinical  Pharmacist  is  distinguished  from  class  21+50  Pharmacist  by  the  varied 
nature  of  duties,  the  higher  level  of  responsibility  and  the  location  of  assignment. 
The  Clinical  Pharmacist  is  assigned  to  a  clinical  unit  and  in  this  assignment,  has 
more  direct  contact  with  both  patients  and  staff  than  the  2*4-50  Pharmacist. 

EXAMPLES  OF  DUTIES: 

1.  Interviews  and  examines  patients  for  drug  evaluation;  checks  on  drug  compliance 
and  side-effects;  discusses  symptoms  and  effects  of  prescribed  drugs  with  patients;  and 
maintains  a  drug  history  on  patients  interviewed. 

2.  Consults  with  physicians  on  drug  usage  and  the  drug  regime  of  specific  patients 
particularly  hypertensive,  diabetic  and  psychiatric  patients;  recommends  changes  in  the 
drug  or  the  dosage  prescribed  for  these  patients. 

3.  Conducts  both  formal  and  informal  training  for  nursing  staff,  medical  and 
pharmacy  students  and  other  health  care  staff  on  drug  utilization,  dosage,  incompatibles , 
preferred  forms  and  toxicity,  etc. 

h.     Administers  the  drug  budget  for  a  clinical  facility  or  facilities;  initiates 
purchase  orders  for  drugs,  hospital  and  medical  supplies. 

5.  Compounds  drugs,  prepares  and  dispenses  medications,  checks  pharmacy  stock, 
keeps  records  and  maintains  drug  literature  files. 

6.  Attends  staff  meetings  as  required;  attends  seminars  of  interest  in  the 
pharmaceutical  field. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college  or  university 
with  a  baccalaureate  degree  in  pharmacy. 

Requires  at  least  two  years  experience  as  a  licensed  Pharmacist  in  a  hospital  or 
clinic  pharmacy;  or  an  equivalent  combination  of  training  and  experience. 


IIASS  TITLE:  CLINICAL  PHARMACIST  CODE:  2k5k 

MINIMUM  QUALIFICATIONS:  continued 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of:  Modern  methods 
ind  procedures  used  in  the  practice  of  pharmacy,  including  the  United  States  Pharmacopeia 
and  National  Formulae;  laws  regulating  the  practice  of  pharmacy. 

Requires  skill  and  ability  to:  Prepare  and  maintain  accurate  routine  reports  and 
records;  interview  and  establish  a  repport  with  patients;  maintain  a  good  working  rela- 
tionship with  other  members  of  the  health  care  team;  supervise  the  work  of  subordinate 
professional  and  nonprofessional  pharmacy  workers. 

License:  Requires  possession  of  a  current  certificate  as  a  licentiate  in  pharmacy  issued 
by  the  California  State  Board  of  Pharmacy. 

PROMOTIVE  LINES: 

TO:    Senior  Pharmacist 

FROM:  Original  Entrance  Examination 

NEW  CLASS 
ADOPTED:  11  A/76 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CJ       CLASS  TITLE:  PHARMACY  DIRECTOR,  LAGUNA  HONDA  HOSPITAL  CODE:  2455 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes  and  directs  the  pharmaceutical 
services  of  Laguna  Honda  Hospital;  develops  and  implements  pharmaceutical 
policies,  procedures,  and  systems;  directs  and  supervises  professional  and 
non-professional  support  staff;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  single-position  classification  manages  and  coordinates  the  total 
operation  of  pharmacy  services  at  a  long  term  and  rehabilitative  care  facility 
and  assumes  ultimate  authority  and  accountability  for  the  pharmaceutical 
services  provided.  The  class  is  distinguished  from  the  Director  of 
Pharmaceutical  Services  in  that  the  latter  administers  the  pharmacy  operations 
at  San  Francisco  General  Hospital  Medical  Center,  a  county-operated,  acute 
care  facility  which  provides  inpatient  and  outpatient,  as  well  as  specialized 
pharmaceutical  services  including  those  of  the  Poison  Control  Center  and 
maintenance  of  pharmaceutical  supplies  for  several  City  and  County  health 
agencies.  The  Pharmacy  Director,  Laguna  Honda  Hospital  is  distinguished  from 
the  lower  level  class  Senior  Pharmacist  in  that  the  latter  implements  policies 
and  procedures  developed  by  the  Director  in  the  supervision  of  journey  level 
pharmacists.  The  Director  is  distinguished  from  the  Supervising  Pharmacist 
class  in  that  the  latter  assumes  limited  responsibility  for  the  management  and 
supervision  of  professional,  technical  and  support  staff  within  an  assigned 
#       area  of  a  large  pharmacy. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Plans,  develops  and  administers  pharmaceutical  services  and  programs 
for  long-term  care  patients  with  chronic  conditions  and  complex 
pharmacological  problems  in  compliance  with  the  goals  and  resources  of  the 
Department  of  Health  and  Laguna  Honda  Hospital,  State  and  Federal  legislation 
and  regulations,  and  current  trends  and  developments  in  the  field;  assesses 
the  necessity  and  feasibility  of  expanding  existing  programs;  and  prepares  and 
implements  recommendations  to  meet  needs. 

2.  Develops,  implements,  evaluates  and  maintains  pharmacy  department 
policies,  procedures  and  systems,  including  drug  distribution  systems,  drug 
regimen  review  systems,  the  I.V.  additive  program  policies  and  procedures,  and 
the  computerized  information  system  to  ensure  compliance  with  Federal  and 
State  licensing,  monitoring  and  reimbrusement  regulations  and  to  achieve 
optimum  patient  care;  coordinates  the  activities  of  pharmaceutical  operations 
with  those  of  other  departments  including  clinical  and  support  services  such 
as  billing. 

3.  Selects,  trains,  supervises  and  evaluates,  directly  and  through 
subordinate  staff,  professional,  technical  and  support  personnel;  develops  and 
interprets  personnel  policies  and  procedures  in  accordance  with  departmental 

£       guidelines  and  Civil  Service  requirements. 

4.  Provides  clinical  consultation  to  staff  physicians  and  nursing 
personnel  regarding  medication  administration;  develops  and  coordinates 
pharmaceutical  inservice  education  programs.  DOCUMENTS  DEPT. 

|  ',     1S3/ 

SAN    FRANCISCO 


CLASS  TITLE:   PHARMACY  DIRECTOR,  LAGUNA  HONDA  HOSPITAL         CODE:  2455 

EXAMPLES  OF  DUTIES:   (Cont.) 

5.  Directs  the  maintenance  of  drug  and  supply  inventories;  establishes 
auditing  and  control  procedures;  reviews  and  recommnds  approval  of  purchasing 
contracts  and  bids;  and  prepares  annual  budget  estimates. 

6.  Represents  the  pharmacy  department  before  a  variety  of  legislative 
and  administrative  officials  and  bodies  of  Federal,  State  and  local  agencies; 
represents  the  pharmacy  on  various  internal  committees. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars...  Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Comprehensive  knowledge  of:  pharmacological  theory  and  practice 
including  methods  of  compounding,  dispensing  and  storing  chemical  supplies; 
Federal  and  State  legislation  and  regulations,  such  as  Title  22  regulations 
including  Medi-Cal  Drug  Formulary  specifications,  Department  of  Health  and 
Human  Services  Long  Term  Care  Survey  processes,  and  laws  governing  the  use  and 
and  dispensing  of  controlled  substances;  trends  and  developments  within  the 
field  of  pharmacology,  particularly  with  regard  to  drug  administration  for 
geriatric  and  long  term  patients  with  chronic  and  complex  diagnoses;  and 
principles  of  quality  assurance  methodology  appropriate  to  pharmacological 
services. 

Ability  to:  effectively  manage  and  supervise  the  operations  of  a 
pharmacy  of  a  large,  long-term  care  facility;  analyze  and  evaluate  complex 
program  requirements  and  implement  effective  operational  and  monitoring 
systems;  coordinate  pharmacy  activities  with  those  of  medical  staff  and 
clinical  and  support  departments;  and  communicate  effectively,  both  verbally 
and  in  writing. 

License:  Possession  of  a  valid  license  to  practice  pharmacy  issued  by 
the  Board  of  Pharmacy  of  the  State  of  California. 

ADOPTED:   5/4/87 

#0090m 


uUCUMENTS  DEPT. 

J  UN  6  1983 
SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION      JS8Ue*u!SS5v 
CLASS  TITLE:  ASSISTANT  FORENSIC  TOXICOLOGIST  I  CODE:  2456 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  the  Forensic  Toxicologist  by 
preparing  and  analyzing  body  tissues,  fluids  and  evidence  for  the  presence, 
nature  and  quantity  of  toxic  substances  in  Coroner's  and  other  forensically 
significant  cases;  assists  in  maintaining  the  supplies,  equipment  and  premises 
of  the  laboratory;  records  findings;  interprets  data;  prepares  case  reports; 
and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Positions  in  this  journey  level  classification  perform  professional 
analytical  duties  related  to  forensic  cases  in  the  Coroner's  Office. 
Incumbents  are  independently  responsible  for  carrying  out  and  explaining 
laboratory  methods  and  procedures,  and  for  ensuring  that  data  generated 
conform  to  quality  control  specifications.  Incumbents  are  also  responsible 
for  the  accurate  interpretation  and  recording  of  results  from  complex 
toxicological  analyses,  and  for  maintaining  the  carefully  controlled  legal 
chain  of  possession  requirements. 

This  classification  is  distinguished  from  classifications  in  the  Public 
Health  Assistant  Toxicologist  series  by  the  forensic  nature  of  the  duties. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a  restriction  on  the  assignment  of  duties  not 
specifically  listed."  (CSC  Rule  7) 

1.  Performs  detailed  routine  as  well  as  difficult  analyses  of  blood, 
urine,  body  tissues  and  evidence  for  the  presence  of  drugs  and  other  toxic 
compounds;  uses  various  chromatographic,  spectrophotometric,  immunoassay  and 
other  analytical  techniques  to  determine  the  presence  and  quantity  of  drugs  in 
physiological  specimens  from  Coroner's  cases  and  suspects  in  criminal  cases; 
assists  in  developing  methods  for  analyzing  specimens  for  new  drugs. 

2.  Performs  forensic  alcohol  determinations  and  quantitations  in 
physiological  specimens  according  to  methods  specified  under  Title  17, 
California  Administrative  Code  of  the  State  Department  of  Public  Health. 

3.  Interprets  case  findings  and  records  data  on  worksheets.  Prepares 
case  reports  and  other  departmental  reports  using  computers. 

4.  Maintains  equipment,  inventory  of  supplies,  and  premises  of  the 
laboratory;  prepares  reagents  and  standards;  ensures  specimens  are  logged  in 
and  stored  according  to  forensic  requirements. 

5.  Provides  technical  information  and  advice  to  the  District  Attorney, 
the  Public  Defender,  the  Police  Department,  physicians,  and  other  relevant 
individuals;  testifies  in  court  on  technical  details. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars...  Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 


CLASS  TITLE:  ASSISTANT  FORENSIC  TOXICOLOGIST  I  CODE:  2456 

QUALIFICATIONS:  (Cont.) 

Knowledge.  Abilities  and  Skills:  Requires  good  knowledge  of:  the 
principles  and  practices  of  toxicology,  biology  and  chemistry  with  specific 
application  to  the  analyses  of  body  tissues  and  fluids. 

Requires  ability  to:  understand  and  use  complex  analytical  and 
computer-assisted  equipment;  analyze  and  evaluate  data  collected  in  the  course 
of  investigations;  assist  in  independent  research;  prepare  scientific  reports; 
testify  and  provide  technical  information  for  forensic  purposes. 

RETITLED  AND  AMENDED:   3/7/88 
#3005m 


•i 
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CLASS  TITLE:  ASSISTANT  FORENSIC  TOXICOLOGIST  II  CODE:  2457 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  the  Forensic  Toxicologist  by  organizing  and 
supervising  the  daily  operations  of  the  Coroner's  Toxicology  Laboratory; 
assigns  and  reviews  the  work  of  subordinate  professional  and  technical  staff; 
makes  recommendations  on  program  needs;  performs  complex  and  difficult 
analyses  of  body  tissues  and  fluids  for  the  presence,  nature  and  quantity  of 
toxic  substances  in  Coroner's  and  other  forensically  significant  cases;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  classification  is  the  first  line  supervisory  level  in  the  Coroner's 
Toxicology  Laboratory.  The  incumbent,  reporting  directly  to  the  Forensic 
Toxicologist,  provides  direction  to  subordinate  professional  and  technical 
staff  of  the  toxicology  laboratory.  Additionally,  the  incumbent  is 
responsible  for  conducting  the  more  complex  laboratory  procedures  and  for 
ensuring  that  the  technical  proficiency  of  the  laboratory  is  maintained.  This 
classification  is  distinguished  from  classifications  in  the  Public  Health 
Assistant  Toxicologist  series  by  the  forensic  nature  of  the  duties. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a  restriction  on  the  assignment  of  duties  not 
specifically  listed."  (CSC  Rule  7) 

1.  Supervises  all  daily  laboratory  operations;  oversees  staff 
activities,  work  assignments,  and  production;  serves  as  a  working  professional 
supervisor  giving  technical  guidance,  training  and  review;  assumes  a 
leadership  role  in  developing  new  methods  of  analysis  and  training. 

2.  Prepares  and  analyzes  body  tissues  and  fluids  for  the  presence, 
nature  and  quantity  of  toxic  substances;  records  analytical  data;  interprets 
case  findings  and  prepares  and  reviews  case  reports. 

3.  Assists  the  Forensic  Toxicologist  in  allocating  laboratory 
resources,  preparing  budgets,  and  purchasing;  serves  as  second-in-command  and 
speaks  and  acts  for  the  Forensic  Toxicologist  as  appropriate  or  as  assigned. 

4.  Assists  the  Forensic  Toxicologist  in  maintaining  the  laboratory's 
proficiency  by  reviewing  current  professional  literature,  by  keeping  current 
in  and  evaluating  developments  in  instrumentation  and  methodology,  and  by 
developing  new  analytical  procedures  where  appropriate. 

5.  Serves  as  a  Forensic  Alcohol  Supervisor  under  the  provisions  of 
Title  17,  California  Administrative  Code  of  the  State  Department  of  Public 
Health. 

6.  Provides  technical  information  and  advice  to  the  District  Attorney, 
the  Public  Defender,  the  Police  Department,  physicians,  and  other  relevant 
people;  testifies  in  court  as  to  laboratory  findings. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars...  Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 


CLASS  TITLE:  ASSISTANT  FORENSIC  TOXICOLOGIST  II  CODE:  2457 

QUALIFICATIONS:  (Cont.) 

Knowledge.  Abilities  and  Skills:  Considerable  knowledge  of:  the 
principles  and  practices  of  biology,  chemistry  and  toxicology  with  specific 
application  to  the  analyses  of  body  tissues  and  fluids. 

Ability  to:  understand  and  use  complex  analytical  and  computer-assisted 
equipment;  develop  new  analytical  techniques;  analyze  and  evaluate  data 
collected  in  the  course  of  investigations  and  prepare  reports;  supervise  the 
work  of  subordinate  employees;  assist  and  represent  the  Forensic  Toxicologist; 
provide  technical  information  for  forensic  purposes. 

ADOPTED:  3/7/88 
#3006m 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES        SAN  FRANCISCO 
_  PUBLIC  LIBRARY 

I 1    JOB  CODE  TITLE:  FORENSIC  TOXICOLOGIST  JOB  CODE:  2458 

Business  Unit:  COMMN 

Definition:  Under  the  general  direction  of  the  Chief  Medical  Examiner,  the  incumbent  in  this  class  directs  the 
operations  and  activities  of  the  Medical  Examiner's  Forensic  Toxicology  Laboratory  for  high  proficiency;  develops 
and  implements  policies,  procedures  and  protocols  necessary  to  ensure  compliance  with  current  professional  forensic 
standards,  SOFT  and/  or  NIDA  standards  and  applicable  legal  requirements;  develops,  implements  and  monitors 
training  procedures,  technical  and  performance  standards  for  the  forensic  toxicology  staff;  supervises,  monitors  and 
evaluates  the  work  of  professional  and  technical  staff  engaged  in  the  performance  of  drug,  forensic  alcohol  and  poison 
analysis;  reviews  case  reports  and  analytical  findings  of  subordinate  technical  and  professional  staff;  conducts  and/or 
oversees  difficult  and  complex  toxicological  examinations  for  forensically  significant  cases;  serves  as  the  technical 
expert  in  human  forensic  toxicology  for  the  Medical  Examiner,  also  consulting  with  and  advising  county  physicians, 
law  enforcement  personnel,  county  attorneys  and  others;  prepares  technical  reports  and  testifies  in  court  or  at  hearings 
as  an  expert  on  forensic  toxicological  matters;  oversees  the  maintenance,  acquisition  and  upgrading  of  analytical 
instrumentation,  equipment  and  computer  systems;  researches,  develops,  documents  and  initiates  new  analytical 
methods  in  a  manner  consistent  with  the  Society  of  Forensic  Toxicology  laboratory  guidelines;  formulates  the 
budgetary  requirements  of  the  toxicology  laboratory. 

Distinguishing  Features:  Class  2458  Forensic  Toxicologist  is  distinguished  from  class  2457  Assistant  Forensic 
Toxicologist  n,  which  serves  as  the  first-line  supervisor  to  subordinate  professional  and  technical  staff,  by  its 
responsibility  for  the  overall  operation  of  the  Forensic  Toxicology  Division,  including  the  development, 
implementation  and  oversight  of  division  policies,  procedures  and  protocols. 


♦ 


Supervision  Exercised:  Supervises  subordinate  professional  and  technical  toxicology  staff,  including  Assistant 
Forensic  Toxicologists  I  and  n,  and  Forensic  Laboratory  Assistants. 

Examples  of  Important  and  Essential  Duties:  According  to  the  Civil  Service  Commission  Rule  109,  the  duties 
specified  below  are  representative  of  the  range  of  duties  assigned  to  this  job  class  and  are  not  intended  to  be  an 
inclusive  list. 

1 .  Directs  the  operations  and  activities  of  the  Medical  Examiner's  Forensic  Toxicology  Laboratory;  plans,  organizes, 
coordinates,  supervises  and  evaluates  all  work  in  the  toxicology  laboratory;  develops,  recommends  and 
implements  policies,  procedures  and  protocols  for  the  division;  enforces  adherence  to  established  department 
policies  and  procedures,  including  those  governing  specimen  handling,  processing  and  security,  chain  of  custody, 
reporting  and  record  keeping,  release  of  specimens  and  disposal  procedures  consistent  with  the  department's 
retention  and  disposal  policy  and  state  law;  develops,  updates  and  monitors  compliance  with  a  quality  assurance 
program  to  ensure  that  all  results  reported  by  the  laboratory  are  scientifically  reliable,  accurate  and  timely. 

2.  Develops  and  implements  policies,  procedures  and  protocols  necessary  to  ensure  compliance  with  current 
professional  and  legal  standards,  including:  standards  and  procedures  for  specimen  handling,  processing  and 
security,  release  and/or  disposal  of  specimens  in  accordance  with  the  department  biohazard,  blood  borne  pathogen 
and  security  policies;  reporting  and  record  keeping  procedures;  new  methods  for  detecting  drugs  and  other  toxic 
materials;  drug  detection  flow  and  analysis  systems  for  effective  and  cost  efficient  drug  analysis;  procedures  for 
maintenance  and  troubleshooting  of  scientific  instrumentation  faults,  with  return  to  service;  validates  all  new  drug 
assays  and  prepares  a  procedure  protocol  for  each  analytic  method;  develops  cost  benefit  analyses  for  all  new 
procedures. 

3.  Develops,  implements  and  monitors  training  procedures,  technical  and  performance  standards  for  the  toxicology 
and  other  forensic  staff;  develops  complete,  up-to-date  and  detailed  step-wise  procedure  manuals  to  clearly 
delineate  the  division's  standards,  protocols,  policies  and  procedures,  and  compliance  with  department  policy; 
ensures  that  laboratory  personnel  are  adequately  and  contemporaneously  trained  and  proficient  on  analytical  and 
instrument  techniques,  policies,  procedures  and  quality  assurance  standards;  ensures  proper  staff  training  on  new 
equipment  and  software;  maintains  software  upgrades. 


JOB  CODE  TITLE:  FORENSIC  TOXICOLOGIST  JOB  CODE:  2458 

Business  Unit:  COMMN 

4.  Supervises,  monitors  and  evaluates  all  work  of  the  professional  and  technical  staff;  reviews  and  recommends  to 

the  Chief  Medical  Examiner  personnel  actions  in  the  areas  of  performance,  annual  reviews,  selection  and  » J 

disciplinary  measures;  oversees  and  reviews  work  of  staff  and  advises  subordinates  on  the  more  difficult  aspects 
of  the  work,  and  in  the  analysis  of  case  histories  and  data  generated  in  each  case;  acts  as  a  resource  person, 
provides  professional  guidance,  technical  leadership  and  direction. 

5.  Reviews  case  reports  and  findings  of  subordinate  technical  and  professional  staff;  makes  certain  that  the  analytic 
results  are  accurate  and  conform  to  case  requirements,  and  signs  all  completed  reports;  interprets  the  data,  confers 
with  and  advises  the  Chief  Medical  Examiner  and  Assistant  Medical  Examiners  with  respect  to  case  results  and 
cause  of  death  determinations;  discusses  relevant  issues  with  decedent's  family. 

6.  Conducts  and/or  oversees  difficult  and  complex  toxicological  examinations  for  forensically  significant  cases; 
conducts  forensic  alcohol  determinations  and  quantitations  in  physiological  specimens  according  to  methods 
specified  under  Title  17,  California  Administrative  Code  of  the  State  Department  of  Public  Health;  makes  detailed 
analyses  of  blood,  urine,  other  body  tissues  and  evidence  from  Medical  Examiner's  cases  and  from  living  people 
suspected  of  violations  of  the  law;  uses  complex  analytical  equipment  and  methods  to  determine  the  presence  of 
drugs  and  other  foreign  compounds  in  forensically  significant  samples. 

7.  Serves  as  the  professional  expert  in  forensic  toxicology  for  the  Medical  Examiner;  consults  with,  interprets  data 
for  and  advises  physicians,  law  enforcement  personnel,  county  attorneys  and  officials,  and  other  agencies  or 
commissions  in  matters  pertaining  to  forensic  toxicology;  prepares  technical  reports  and  research  proposals 
related  to  forensic  toxicology;  interprets  toxicological  data  from  external  agencies;  assists  in  case  preparation  and 
compiles  technical  reports,  information  and  materials  for  presentation  in  court,  and,  if  appropriate,  makes 
recommendations  with  respect  to  legal  action;  testifies  as  an  expert  in  court,  at  Police  Commission  or  other 
Hearings,  and  at  Medical  Examiner's  inquests  on  toxicological  findings;  and  gives  expert  opinion  on  forensically 
significant  toxicological  data. 

8.  Oversees  the  maintenance,  acquisition  and  upgrading  of  analytical  instrumentation,  equipment  and  computer 
systems;  directs  and  plans  the  replacement,  upgrading,  installation,  integration,  maintenance,  customization  and        ^ 
enhancement  of  hardware,  instruments  and  software;  analyzes  analytical  instrumentation  and  equipment,  as  well      • 
as  computer  software  and  hardware,  for  compatibility  with  laboratory  analytic  flow  scheme,  feasibility  and 
benefits;  reviews  current  professional  literature  and  recommends  upgrades  and  improvements  of  analytical 
procedures,  automation,  instrumentation  and  direct  online  data  transfer;  ensures  that  all  instruments  and  software 
are  compatible  with  a  LIS  for  future  growth  of  the  department;  ensures  the  effective  maintenance  of  the  equipment 
and  supplies  of  the  laboratory,  including  maintenance  and  troubleshooting  of  scientific  instrumentation;  ensures 
enhancement  of  a  laboratory  LIS  for  a  LAN  to  generate  a  summarized  report  of  test  results;  interprets  and 
integrates  data  collection  from  multiple  instruments  into  a  LAN  for  legal  record  and  report  production. 

9.  Formulates  the  budgetary  requirements  of  the  toxicology  laboratory;  makes  staffing  recommendations  to  the  Chief 
Medical  Examiner;  evaluates  needs  and  makes  recommendations  for  new  or  replacement  instrumentation, 
software  and  hardware. 

10.  Performs  related  duties  as  required. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  principles  and  practices  of  biology,  chemistry,  biochemistry,  pharmacology  and  forensic  toxicology 
with  specific  application  to  the  analyses  of  human  body  tissues  and  fluids;  the  interaction  of  organic  and  inorganic 
compounds,  especially  drugs,  with  human  and  mammalian  systems;  applicable  legal  terms,  code  sections,  court 
procedures,  and  the  laws  of  evidence;  analytical  instrumentation  and  equipment,  as  well  as  computer  software  and 
hardware,  needed  to  perform  difficult  and  complex  toxicological  examinations;  principles  of  instrument  and  detector 
function  and  maintenance;  principles  of  quality  assurance  and  methods  of  assuring  accurate  analysis  of  samples. 

Ability  and  skill  to;  prepare  clear,  concise  and  effective  written  reports,  procedures  and  protocols;  speak  and 
Communicate  technical  information  in  a  clear  and  understandable  manner  appropriate  to  the  understanding  of  the 
listener  or  legal  decider  of  fact;  listen  and  effectively  elicit  information;  utilize  and  evaluate  computer  systems; 
organize,  manage  and  coordinate  toxicological  activities  at  all  levels;  plan,  assign,  supervise,  train  and  evaluate  the        * 
work  of  subordinate  personnel;  conduct  toxicological  studies  using  complex  equipment;  interpret  mass  spectra  results. 
perform  independent  resean  h,  prepare  scientific  reports,  and  articles  for  publication,  review  and  evaluate  technical, 
medical  and  legal  reports  and  published  data;  appl\  specialized  professional  knowledge  and  skill  in  the  UK  oi 


JOB  CODE  TITLE:  FORENSIC  TOXICOLOGIST  JOB  CODE:  2458 

Business  Unit:  COMMN 

scientific  methods  as  a  basis  for  formulating  opinions  or  recommendations,  particularly  in  a  forensic  context;  interact 
y    effectively  with  representatives  of  other  City  agencies;  provide  expert  professional  advice  and  testify  as  an  expert  in 
courts  of  law  on  matters  related  to  forensic  toxicology;  effectively  teach  forensic  toxicology  to  all  department  staff 
and  residents  or  fellows  in  medical  or  drug  related  training. 

Experience  and  Training  Guidelines: 

Possession  of  a  doctorate  degree  from  an  accredited  college  or  university  with  advanced  coursework  in  biology, 
chemistry,  pharmacology,  toxicology  or  closely  related  fields  with  emphasis  on  human  forensic  toxicology;        AND 
Three  years  laboratory  experience  in  human  forensic  toxicology  determinations;        AND 

Possession  of,  or  eligibility  to  sit  for,  the  examination  leading  to  certification  as  a  Diplomate  of  the  American  Board 
of  Forensic  Toxicology. 

Licensure/Certification: 


Certification  as  a  Diplomate  of  the  American  Board  of  Forensic  Toxicology  within  one  year  of  employment  or  an 

acceptable  alternate  specialty  certification. 

Certification  by  the  California  Department  of  Health  Services  as  a  Forensic  Alcohol  Supervisor. 

Special  requirements:  Nature  of  duties  may  require  sustained  physical  effort  involving  manual  skill,  dexterity, 
hand/eye  coordination,  and  ability  to  lift  and  carry  equipment  and  supplies.  Work  environments  may  entail  exposure 
to  biohazards  and  potentially  toxic  chemicals,  specimens  from  infectious  and  decomposed  cases  and/or  persons  who 
have  died  of  drug  or  chemical  poisoning;  unpleasant  odors  or  conditions;  and  exposure  to  disagreeable  elements  or 
situations  inherent  in  this  specialized  field.This  work  requires  compliance  with  the  department  policies  pertaining  to 
blood  borne  pathogen  exposure  prevention,  biohazard  exposure  prevention,  toxic  chemical  exposure  prevention, 
evidence  handling  policy  and  security  requirements  on  evidence,  standards  and  information. 

^    Retitled  and  amended:  3/7/88 
™    Amended:    4/20/01 

Reason  for  Amendment:  to  update  and  accurately  reflect  the  current  professional  standards,  tasks,  knowledges,  skills 

and  abilities  for  this  class. 
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CLASS  TITLE:   FORENSIC  LABORATORY  MANAGER  CODE:  2459 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  manages  the  business  operations  of  the  forensic 
laboratories  in  the  Chief  Medical  Examiner/Coroner's  Office;  purchases 
laboratory  chemicals,  supplies  and  equipment;  develops  and  maintains 
computerized  inventory;  oversees  the  handling  and  disposal  of  hazardous 
materials;  compiles  and  analyzes  data  related  to  laboratory  activities;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  single-position  classification  performs  business  management  duties 
in  the  Toxicology  and  Pathology  Laboratories  at  the  Chief  Medical 
Examiner/Coroner's  Office.  The  incumbent  is  responsible  for  ensuring  that  the 
laboratories  and  the  autopsy  facility  are  adequately  stocked  with  chemicals, 
supplies  and  equipment;  that  accurate  records  are  maintained  with  regard  to 
budgeting,  purchasing  and  inventory;  that  hazardous  materials  are  handled 
appropriately;  and  that  safety  precautions,  equipment  preventive  maintenance 
and  quality  control  procedures  are  followed  by  laboratory  technical 
personnel . 

This  position  is  distinguished  from  other  business  manager  positions  in 
that  the  nature  of  the  work  requires  a  specialized  knowledge  of  scientific 
concepts  and  terminology. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Purchases  laboratory  chemicals,  supplies  and  equipment,  using  a 
time-based  ordering  system;  makes  recommendations  concerning  the  selection  of 
appropriate  laboratory  equipment  and  Instrumentation;  maintains  a  computerized 
inventory  of  chemicals  and  drug  standards;  maintains  records  of  purchases  and 
expenditures;  assesses  laboratory  needs  to  assist  in  budget  preparation. 

2.  Acts  as  Hazardous  Materials  Coordinator  for  the  department;  maintains 
up-to-date  knowledge  of  Federal,  State  and  local  regulations  concerning 
hazardous  materials  in  use  in  the  laboratories;  develops  and  institutes 
training  programs  for  employees  in  all  aspects  of  hazardous  materials  handling 
and  disposal;  maintains  records  of  hazardous  waste  disposal. 

3.  Coordinates  business  aspects  of  outside  projects  performed  in  the 
Medical  Examiner's  laboratories;  participates  in  negotiations  with  requesting 
departments  or  agencies  regarding  programmatic  and  fiscal  aspects  of  projects; 
performs  purchasing,  fiscal  management  and  record-keeping  for  multiple 
on-going  projects;  interfaces  between  department  and  outside  agencies 
regarding  projects. 

4.  Reviews  quality  assurance  performance  of  laboratory  procedures; 
analyzes  laboratory  practices  for  efficiency  and  safety,  in  particular  to 
assure  that  practices  are  followed  which  protect  employees  from  communicable 
disease;  reviews  adherence  to  on-going  equipment  preventive  maintenance 
schedule. 

5.  PreDares  and  maintains  reports  and  records  regarding  laboratory 
activities;  collects,  statistically  analyzes  and  interprets  data,  and 
disseminates  reports  regarding  deaths  in  the  City  and  Ccunty  of  San  Francisco. 


£ 


CLASS  TITLE:   FORENSIC  LABORATORY  MANAGER  CODE:   2459 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual ifications. . .and 
other  particulars. . .Appl icants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of:  concepts  and 
terminology  of  chemistry,  pharmacology,  toxicology  and  medicine;  laboratory 
techniques,  practices  and  instrumentation;  statistical  analysis  and  data 
presentation;  basics  of  hazardous  materials  handling  and  disposal  procedures; 
principles,  practices  and  methods  of  budgeting,  organizing,  purchasing, 
financial  administration  and  quality  control. 

Requires  ability  to:  research,  read  and  understand  scientific  literature 
concerning  laboratory  practices  and  legislation  pertaining  to  hazardous 
materials;  develop  and  institute  training  programs;  deal  effectively  and 
courteously  with  individuals  from  other  City  departments,  outside  agencies  and 
vendors;  prepare  a  variety  of  reports  and  maintain  accurate  records. 


ADOPTED:   11-6-89 
#41 19c 
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CLASS  TITLE:   MICROBIOLOGIST  CODE:   2l;62 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  conducts  bacteriologic,  parasitologic, 
serologic  and  related  laboratory  tests  and  examinations;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  performing  scientific  tests  and 
investigations  according  to  instructions  and  established  methods  and 
procedures;  keeping  complete  and  accurate  records  and  submitting 
accurate  reports  on  the  results  of  investigations. 

EXAMPLES  OF  DUTIES: 

1.  Performs  qualitative  and  quantitative  microscopic  slide 
agglutination  tests  for  syphilis;  also  standard  qualitative  and 
quantitative  Kolmer  complement  fixation  tests  for  syphilis  on  blood 
serums  and  cerebral  spinal  fluids;  prepares  necessary  reagents  and 
equipment  used  in  connection  therewith. 

2.  Performs  quantitative  tube  agglutination  tests  for  the 
laboratory  diagnosis  of  typhoid,  tularemia  and  ether  diseases. 

3.  Performs  bic chemical  and  agglutination  tests  to  determine  the 
presence  of  disease  causing  bacteria  in  foods  and  body  waste  materials; 
prepares  specimens  and  uses  microscope  in  the  examination  of  slides  of 
smears  and  concentrates  of  acid-fast  bacilli;  examines  various  smears 
and  cultures  with  microscope  for  laboratory  diagnosis. 

Ij..  Performs  standard  tests  to  determine  presence  of  harmful 
bacteria  in  milk,  dairy  products,  drinking  water,  sewage,  shell  fish, 
and  other  materials. 

5".  Performs  various  duties  in  connection  with  the  setting  up,  care 
and  maintenance  of  laboratory  equipment;  tabulates  and  maintains  records 
of  laboratory  tests  for  examinations  performed  and  submits  detailed 
reports  thereon. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  medical  or  public  health  bacteriology  or  microbiology. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  technical  and 
working  knowledge  of:   the  fundamentals  of  bacteriology,  parasitology, 
serology,  mycology,  virology  and  hematology  and  of  related  laboratory- 
procedures  and  techniques;  the  cultivation,  isolation,  and  identifica- 
tion of  micro-organisms  found  in  specimens. 

Requires  skill  and  ability  to:  use  and  care  for  various  items  of 
laboratory  equipment  commonly  used  in  a  medical  laboratory;  follow  oral 
and  written  instructions  and  keep  accurate  records  of  laboratory  work; 
prepare  related  reports  cf  findings. 

License:  Requires  possession  of  a  current  valid  certificate  as  a 
public  health  microbiologist  Issued  by  the  state  board  of  health. 


CLASS  TITLE:     MICROBIOLOGIST      (continued) 

PROMOTIVE  LINES: 

To:      Senior  Microbiologist 

From:     Original  entrance  examination 


CODE:      2L62 


» 


CLASS  TITLE:    SENIOR  MICROBIOLOGIST  CODE:    2U61* 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  responsible  laboratory  work  in  the  diffi- 
cult phases  of  bacteriologic,  parasitologic,  serologic  and  related 
laboratory  tests  and  examinations;  supervises  subordinate  personnel;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  scientific  analyses  of 
specimens  according  to  established  methods  and  procedures,  but  with  lati- 
tude for  independent  action  in  unusual  cases;  the  proper  use  and  care  of 
valuable  laboratory  equipment;  maintaining  detailed  records  and  laboratory 
examinations  and  submitting  accurate  reports. 

EXAMPLES  OF  DUTIES: 

1.  Performs  qualita \.ive  and  quantitative  VDRL  slide  flocculation 
tests  and  Kolmer  complement  fixation  tests  on  blood  samples  for  the 
detection  of  syphilis  and  other  diseases;  employs  necessary  equipment 
such  as  centrifuge,  rotator  and  microscope  in  connection  therewith;  groups 
and  labels  specimens  and  records  test  results  on  appropriate  forms. 

2.  Performs  cultural  examinations  for  gonococcal  infections  on 
cultures  received  from  clinics  or  institutions. 

3.  Performs  the  direct  or  the  formalinether  sedimentation  tests  on 
body  wastes  in  order  to  determine  the  presence  of  various  parasites;  examines 
animal  remains  for  presence  of  rabies. 

h.       Employs  bacteriological  examination  of  body  wastes  in  order  to 
determine  the  presence  of  exterior  diseases;  receives  and  examines  body  fluids, 
wastes  and  pathological  material  by  means  of  smear  tests  and  cultural  examin- 
ations in  order  to  determine  the  presence  of  tubercle  bacilli;  prepares  and 
examines  vaginal        in  rape  cases. 

5.  Examines  dairy  products,  shell  fish,  and  water  by  means  of 
bacteriological  tests  and  analyses  in  order  to  determine  their  fitness  for 
human  consumption. 

6.  May  supervises  or  assist  in  the  setting  up  and  maintenance  of 
laboratory  equipment,  preparation  of  solutions,  reagents  and  other  media, 
maintenance  of  accurate  and  detailed  laboratory  records,  and  the  prepar- 
ation of  and  submission  of  reports. 

7.  Supervises  subordinate  laboratory  personnel,  both  professional 
and  non-professional;  instructs  and  advises  subordinates  regarding  their 
duties  and  inspects  and  checks  their  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
medical  or  public  health  bacteriology  or  microbiology. 

Requires  twc   t=rs  of  experience  as  a  microbiologist,  or  an  equiv- 
alent combination  of  training  and  experience. 


CLASS  TITLE:   SENIOR  MICROBIOLOGIST  (Continued)  CODE:   2h6h 

Knowledge,  Abilities  and  Skills:   Requires  thorough  technical  and 
working  knowledge  of:  bacteriology,  parasitology,  serology,  mycology, 
verology  and  hematology  and  related  laboratory  procedures  and  techniques; 
the  cultivation,  isolation  and  identification  of  micro-organisms  found  in 
specimins. 

Requires  skill  and  ability  to:  make  difficult  and  important  laboratory- 
tests  and  analyses  with  speed  and  accuracy;  keep  accurate  records  of 
laboratory  work;  prepare  complete  and  accurate  reports;  supervise,  advise 
and  train  subordinate  personnel. 

License:  Requires  possession  of  a  current  valid  certificate  as  a 
public  health  microbiologist  issued  by  the  state  board  of  health  of  the 
state  of  California. 

PROMOTIVE  LINES: 

To:   Chief  Microbiologist 

From:   Microbiologist 


) 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:  VIROLOGIST  CODE:  2l*6$ 

CHARACTERISTICS  OP  THE  CLASS: 

Under  general  direction,  is  responsible  for  planning,  developing  and 
implementing  the  virology  program  of  the  public  health  laboratories;  performs 
virological  procedures;  supervises  subordinate  personnel;  and  performs  related 
duties  as  required. 

DISTINGUISHING  FEATURES: 

A  virologist  is  distinguished  from  other  microbiology  classifications  in 
that  virology  is  a  specialty  within  the  field  of  microbiology.  Whereas  the 
microbiologists  follow  established  methodologies,  the  virologist  must  develop 
new  procedures  and  techniques  for  identifying  viral  micro-organisms.  Furthermore, 
the  virologist  provides  technical  consultation  to  clinicians  by  advising  on 
procedures  to  be  followed. 

EXAMPLES  OF  DUTIES: 

1.  Plans  develops  and  implements  the  program  of  virological  services  for 
the  public  health  laboratories;  coordinates  the  virology  program  with  other 
public  health  laboratory  programs. 

2.  Researches  and  develops  new  procedures  and  techniques  for  identifying 
viral  micro-organisms  and  for  quality  control  purposes. 

3.  Performs  virological  procedures  and  examinations,  including  those 
involving  serologic  and  tissue  culture  techniques. 

1|.  Provides  technical  consultation  to  clinicians  and  medical  personnel  as 
to  advising  them  on  what  diagnostic  procedures  to  follow  and  assists  with 
interpretation  of  laboratory  test  results. 

5.  Performs  related  scientific  and  professional  duties  including  keeping 
up-to-date  with  recent  developments  within  the  virology  specialty;  applying 
these  discoveries  to  current  research,  preparing  and  presenting  scientific 
papers  and  lectures  and  representing  the  laboratory  at  professional  meetings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  possession  of  an  earned  doctoral  degree 
from  an  accredited  college  or  university  with  major  course  work  in  virology  or  medical 
or  public  health  microbiology. 

Requires  one  year  of  post-doctoral  experience  within  the  past, three  years 
as  a  virologist  or  microbiologist  in  a  public  health  or  comparable  medical 
laboratory. 


» 


CLASS  TITLE:  VIROLOGIST  CODE:  2h$$ 

MINIMUM  QUALIFICATIONS  (contd) 

Knowledge  Abilities  and  Skills:  Requires  a  comprehensive  technical  and 
working  knowledge  of  the  principles  and  laboratory  applications  of  virology  and 
related  laboratory  methods,  facilities,  equipment  and  materials;  the  organization 
and  operation  of  a  virological  laboratory.  Requires  good  knowledge  of  the 
principles  of  supervision  and  training. 

Requires  skill  in:  planning,  organizing  and  directing  the  activities  of  a 
diagnostic  virological  laboratory;  originating  and  developing  new  laboratory 
diagnostic  and  research  methods;  performing  and  interpreting  virological 
procedures  and  examinations. 

Requires  ability  to:  speak  and  write  effectively;  establish  and  maintain 
effective  relationships  with  laboratory  and  medical  personnel;  supervise  the 
work  of  others;  prepare  scientific  papers  for  publication  or  verbal  presentation. 

CERTIFICATE: 

Possession  of  a  current  valid  certificate  as  a  Public  Health  Microbiologist 
issued  by  the  California  State  Department  of  Health. 

Promotive  Lines: 

To:  Director,  Public  Health  Laboratories 
From:  Original  Entrance  Examination 


(NEW  CLASS) 

ADOPTED:  OCTOBER  I,,   1976 


CLASS  TITLE:   CHIEF  MICROBIOLOGIST  CODE:   21*66 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  the  over-all  planning, 
direction  and  coordination  of  the  work  of  the  public  health  bacteriolog- 
ical laboratories]  assigns,  advises  and  inspects  the  work  of  subordinate 
personnel;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  interpreting  and  enforcing  depart- 
mental policies  and  originating  intra-unit  policies  and  procedures; 
contacting  officers  and  employees  of  ether  divisions,  representatives  of 
other  agencies  and  governmental  jurisdictions,  and  the  general  public; 
submitting  detailed  and  accurate  reports  dealing  with  the  activities  of 
the  laboratory, 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  personnel,  operations  and  procedures  of  the 
bacteriological  laboratories;  assigns  work  and  participates  in  the  more 
important  aspects  of  difficult  tests  and  procedures;  assigns  duties  to 
a  number  of  microbiologists  and  laboratory  technicians;  checks  progress 
of  work  and  accuracy  of  results;  may  personally  perform  various  tests 
during  absence  of  regular  personnel. 

2.  Assures  that  laboratory  methods  are  followed  and  adhere  to 
established  or  recommended  methods;  makes  choice  of  alternate  methods 

in  specific  instances  on  basis  of  personal  evaluation  of  conditions;  keeps 
the  director  of  public  health  informed  of  new  methods  and  procedures  and 
as  to  their  practicability  for  adoption  in  local  laboratories. 

3.  Acts  as  liaison  officer  between  the  laboratories  and  various 
sections  of  the  health  department  and  the  public,  also  with  laboratory 
sections  of  the  state  department  of  public  health  as  well  as  other 
public  jurisdictions. 

h-     Is  responsible  for  preparation  of  annual  budgetary  needs  for  the 
laboratory  as  to  personnel,  materials,  supplies  and  equipment  required 
on  the  basis  of  workload  records  and  anticipated  requirements. 

5»  Is  responsible  for  the  compilation,  preparation  and  review  of 
monthly,  semi-monthly  and  annual  reports  of  work  done  by  the  public 
health  laboratories;  prepares  annual  report  for  the  state  department  of 
health  showing  accomplishments,  needs  and  changes  anticipated  for  the 
succeeding  period. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  medical  or  public  health  bacteriology  or  microbiology. 

Requires  at  least  five  years  experience  at  the  professional  level 
in  the  field  of  microbiology,  at  least  two  years  of  which  shall  have 
been  at  the  level  of  senior  microbiologist^  or  an  equivalent  combin- 
ation of  training  and  experience. 

Knowledge,,  Abilities  and  Skills:  Requires  a  comprehensive  technical 
and  working  knowledge  of:  bacteriology,  hematology,  parasitology, 
serology,  micrology  and  serology  and  related  laboratory  procedures  and 
techniques;  the  organization  and  operation  of  a  public  health 
bacteriological  laboratory. 


CLA.SS  TITIE:  CHEEF  MICROBIOLOGIST  (ccntLmied)  CODE:  2^66 

Requires  the  skill  and  ability  to:  plan,  organize  and  direct  the 
activities  of  a  public  health  laboratory;  advise,  instruct  and  direct 
subordinates  engaged  in  important  laboratory  work;  establish  and  maintain 
effective  working  relationships  with  officials  and  employees  of  govern- 
mental jurisdictions  and  with  the  general  public;  supervise  the 
maintenance  of  complete  and  detailed  records;  prepare  accurate  and 
concise  technical  reports. 

license:  Possession  of  a  current  valid  certificate  as  a  public 
health  microbiologist  issued  by  the  state  board  of  health- 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   Senior  Microbiologist 


CLASS  TITLE:   WATER  CHEMIST  CODE:  2h'70 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult  and  varied  chemical, 
mineral  and  bacteriological  analyses  of  water  at  a  water  purification 
plant;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  assignments  according  to 
prescribed  methods;  using  independent  judgment  in  the  performance  of 
duties;  maintaining  accurate  and  complete  records  and  preparing  and  sub- 
mitting clear  and  concise  reports. 

EXAMPLES  OF  DUTIES: 

1.  Performs  chemical  analysis  and  bacteriological  examinations, 
complete  and  partial  mineral  analysis  and  physical  tests  of  water  samples; 
tests  for  original  water  leaks;  makes  necessary  calculations  and  records 
results  of  tests;  prepares  and  submits  related  detailed  reports. 

2.  Investigates,  develops  or  improves  analytical  methods  and  tech- 
niques relating  to  water  purification  processes;  periodically  compiles 
chemical  and  physical  data  and  submits  reports. 

3.  Makes  micro-biological,  limnological  and  ecological  investiga- 
tions of  reservoirs  and  distribution  systems-  surveys  reservoirs  to 
determine  the  effects  of  biological,  biochemical  and  physical  factors. 

h.  Makes  radiological  examinations  of  potable  waters  to  insure 
optimum  safety  to  water  consumers;  maintains  related  monitoring  and 
testing  equipment. 

5.  Prepares  and  supervises  the  preparation  of  standard  solutions 
and  reagents;  calibrates  and  maintains  laboratory  instruments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
biology  or  chemistry. 

Requires  one  year  of  experience  in  making  chemical  analysis  and  tests: 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  the 
chemical  and  bacteriological  characteristics  of  water;  organisms  com- 
monly occurring  in  water  supplies;  general  chemical  quantitative  and 
qualitative  analyses;  chemical  laboratory  equipment  and  its  uses; 
sources  of  information  on  sanitary  chemistry;  sampling  techniques  used 
in  chemistry;  the  techniques  used  in  the  treatment  of  drinking  water. 

Requires  skill  and  ability  to:  follow  complicated  instructions; 
effectively  apply  scientific  techniques  in  conducting  analyses  and  in- 
vestigations; keep  accurate  records  and  write  clear  and  concise  reports. 

License:   Requires  possession  of  a  valid  California  motor  vehicle 
operator's  license. 

PROMOTIVE  LINES: 

To:   Senior  Water  Chemist 

Senior  Sewage  Treatment  Chemist 

From:   Original  entrance  examination 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS) 

CLASS  TITLE:   WATER  QUALITY  CHEMIST  CODE-   2471 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult  and  varied  chemical,  mineral  and 
bacteriological  analyses  of  water  supplies,  waste  water,  sludges  and  industrial 
wastes;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  Carrying  out  assignments  according  to  prescribed 
methods;  using  independent  judgment  in  the  performance  of  duties;  maintaining  accu- 
rate and  complete  records  and  preparing  and  submitting  clear  and  concise  reports. 

EXAMPLES  OF  DUTIES: 

1.  Performs  chemical  analysis  and  bacteriological  examinations,  complete  and 
partial  mineral  analysis  and  physical  tests  of  water  samples;  tests  for  origins  of 
water  leaks;  makes  necessary  calculations  and  records  results  of  tests;  prepares  and 
submits  related  detailed  reports. 

2.  Performs  a  variety  of  chemical,  biochemical  and  bacteriological  tests  of 
waste  water  plant  sewages,  sludges  and  bodies  of  water  receiving  waste  water  dis- 
charges in  order  to  determine  the  effectiveness  of  waste  water  treatment  plant  op- 
erations; analyzes  industrial  wastes  discharged  to  sewers  or  into  bay  waters, 

3.  Performs  research  on  assigned  projects;  investigates,  develops  and/or  im- 
proves analytical  methods  and  techniques  relating  to  water  purification  and  waste 
water  treatment  processes;  maintains  complete  and  accurate  records  on  related  labor- 
atory analyses. 

4.  Makes  microbiological,  limnological  and  ecological  investigations  of  reser- 
voirs and  distribution  systems;  surveys  reservoirs  to  determine  the  effects  of  bi- 
ological, biochemical  and  physical  factors. 

5.  Makes  radiological  examinations  of  potable  waters  and  waste  waters  to  in- 
sure optimum  safety  to  water  consumers  and  treatment  plant  personnel;  maintains  re- 
lated monitoring  and  testing  equipment. 

6.  Prepares  chemical  solutions  and  reagents  for  use  in  the  laboratory;  main- 
tains laboratory  instruments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college  or  uni- 
versity with  major  course  work  in  biology,  chemistry,  chemical  engineering,  or  sani- 
tary engineering,  or  a  related  field. 

Requires  one  year  of  experience  in  making  chemical  and  bacteriological  analyses 
and  tests;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of:   The  chemical, 
physical  and  bacteriological  characteristics  of  drinking  water,  waste  water  and  in- 
dustrial wastes;  organisms  commonly  occurring  in  water  supplies  and  waste  waters; 
general  chemical  quantitative  and  qualitative  analysis;  sources  of  information  in 
fields  related  to  waste  water  and  industrial  waste  analysis;  methods  for  the  analy- 
sis of  waste  water;  the  techniques  used  in  the  treatment  of  drinking  water. 

Requires  skill  and  ability  to:   Follow  instructions  in  the  performance  of  com- 
plex and  difficult  scientific  analyses;  use  chemical  laboratory  equipment;  prepare 
clear  and  concise  reports. 

PROMOTIVE  LINES: 

To   ;   2472  Senior  Water  Chemist 

2478  Senior  Sewage  Treatment  Chemist 
From:   Original  entrance  examination 
(Consolidates  classes  2470  Water  Chemist  and  2476  Sewage  Treatment  Chemist) 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   SENIOR  WATER  CHEMIST  CODE;   2^+72 

CHARACTERISTICS  OF  THE  CLASS ; 

Under  general  direction,  regulates  the  activities  of  the  laboratory 
section  of  the  water  purification  division;  supervises  water  chemists  in  the 
performance  of  their  duties;  personally  performs  the  more  difficult  and  com- 
plex water  analyses;  and  performs  related  duties  as  required,, 

Requires  responsibility  for;   directing  laboratory  activities  accord- 
ing to  existing  policies,  department  standards,  state  regulations,  and 
established  methods  and  techniques;  contacting  representatives  of  private 
industry  and  other  governmental  jurisdictions;  accurate  analysis  of  data 
prepared  by  subordinates. 

EXAMPLES  OF  DUTIES; 

1.   Plans,  assigns  and  reviews  the  work  of  professional  and  non- 
professional subordinate  personnel  engaged  in  research,  field  surveys,  and 
general  laboratory  work  relating  to  the  analysis  of  drinking  water  and 
control  and  regulation  of  water  purification  activities. 

20   Performs  the  more  difficult  chemical  analyses  and  advises 
subordinates,  as  required;  inspects,  analyzes  and  interprets  data 
prepared  and  submitted  by  subordinates;  recommends  to  superiors  methods 
of  control  of  bacteriological,  mineral  and  other  factors  relating  to 
water  quality. 

3.   Instructs  subordinates  in  the  use  and  maintenance  of  laboratory 
and  field  equipment;  inspects  and  calibrates  equipment  in  order  to 
determine  the  necessity  of  adjustments,  repairs  or  replacement 

k„      Confers  with  federal,  state  and  city  government  employees  and 
representatives  of  private  industry  for  the  purpose  of  obtaining  and 
providing  information  pertaining  to  water  analysis;  consults  with  and 
advises  interested  parties  on  matters  dealing  with  the  analysis  of 
water  or  related  technical  subjects. 

5.  May  act  for  the  water  purification  division  manager  in  his 
absence. 

MINIMUM  QUALIFICATIONS; 

Training  and  Experience;   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
chemistry  or  a  closely  related  field,, 

Requires  three  years  of  responsible  experience  in  professional 
chemical  laboratory  work,  preferably  with  some  work  in  the  field  of 
sanitation  or  water  purification;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,,  Abilities  and  Skills;   Requires  a  comprehensive 
knowledge  of;   the  chemical  and  bacteriological  characteristics  of 
water;  organisms  commonly  occurring  in  water  supplies;  general  chemical 
quantitative  and  qualitative  analysis;  chemical  laboratory  equipment 
and  its  uses;  sources  of  information  on  sanitary  chemistry;  sampling 
techniques;  techniques  used  in  the  treatment  of  drinking  water0 


CLASS  TITLE:   SENIOR  WATER  CHEMIST  CODE:   2^+72 

(continued) 

Requires  skill  and  ability  to:   supervise,  assign,  inspect  and  verify 
the  work  of  subordinates  engaged  in  scientific,  analytical,  or  research 
work;  supervise  the  maintenance  of  a  comprehensive  andaccurate  system  of 
records;  prepare  clear  and  concise  reports  on  activities;  establish  and 
maintain  effective  relationships  with  governmental  employees  and  the 
general  public. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Water  Chemist 

Sewage  Treatment  Chemist 


SAN  FRANCISCO  CIVIL  BBfltflE -'eGMRftSWIFT. 

CLASS  TITLE:  MARINE  BIOLOGIST  CODE:  2473 

CHARACTERISTICS  OF  THE  CLASS:  public** heSarv 

Under  general  supervision,  performs  difficult  and  varied  biological  and 
taxonomic  analyses  of  benthic  invertebrate  and  other  marine  communities  in 
ocean  and  bay  areas  which  are  located  at  sewage  outflow  sites;  and  performs 
related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  class  is  the  working  level  in  the  marine  biologist  series  and  is 
distinguished  from  the  senior  level  in  that  the  latter  class  is  responsible  for 
planning,  directing  and  supervising  the  work  of  a  unit  of  marine  biologists. 
Incumbents  in  these  positions  are  assigned  to  gather  field  samples  aboard  a 
boat  and  may  encounter  inclement  weather  or  hazardous  working  conditions. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Performs  biological  and  taxonomic  analyses  of  benthic  invertebrate 
and  fish  communities,  researches  published  marine  biology  keys  and  literature 
to  determine  specific  identification,  and  records  results  of  analyses. 

2.  Conducts  ecological  sampling  of  marine  waters  using  otter  trawls, 
benthic  grabs,  box  corers  and  other  sampling  equipment;  prepares,  cleans  and 
sorts  samples  for  analysis. 

3.  Prepares  specimens  for  dissection  of  tissue  for  histopathologlcal  and 
dietary  analyses  and  for  reference  collections. 

4.  Compiles  data  and  writes  reports  on  marine  Invertebrate  community 
composition  and  health,  sediment  chemistry  and  ambient  water  column  conditions; 
performs  research  and  prepares  reports  on  assigned  projects;  and  prepares 
detailed  and  technical  reports  and  diagrams.. 

QUALIFICATIONS 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars. .. .Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledges.  Skills  and  Abilities:  Good  working  knowledge  of  marine  and 
estuarine  communities  and  their  interaction;  taxonomic  identification;  sources 
of  information  in  marine  biology  and  ecology  and  fisheries  biology. 

General  knowledge  of  state  and  federal  regulations  that  affect  water 
quality  and  monitoring  of  marine  conditions. 

Skill  in  use  of  dissecting  and  compound  light  microscopy  and  other 
related  labratory  equipment;  and  use  of  field  sampling  water,  sediment  and 
fishery  collection  equipment. 

Ability  to  write  clear  and  concise  technical  reports  and  prepare  detailed 
diagrams,  and  to  work  under  adverse  conditions  while  collecting  field  samples. 

ADOPTED:   7/20/87 
#0092m(a) 


SAN  FRANCISCO  CIVIL  SERyjgfcQQflfiSSffiNDEr-T. 

CLASS  TITLE:  SENIOR  MARINE  BIOLOGIST  Q 1987       CODE:  2474 

CHARACTERISTICS  OF  THE  CLASS:  SAN  FRANCISCO 

Under  general  direction,  is  responsible  for  directing  laboratory  and 
field  sampling  activities  of  a  group  of  marine  biologists  engaged  in  bay  and 
ocean  monitoring  of  marine  ecology  located  at  sewage  outfall  sites;  reviews 
and  prepares  detailed  technical  reports  required  by  regulatory  agencies; 
provides  expert  technical  interpretation  of  biological  monitoring  reports,  data 
and  analyses  performed  in  the  laboratory;  and  performs  related  duties  as 
required. 

DISTINGUISHING  FEATURES 

This  class  is  distinguished  from  the  journey  level  marine  biologist  by 
its  responsiblity  for  planning,  directing  and  supervising  the  work  of  a  unit  of 
marine  biologists. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Plans,  assigns  and  directs  the  operation  of  a  biological  laboratory 
unit  engaged  in  the  analysis  of  discharged  sewage  effluent  on  marine 
ecosystems,  establishes  schedules  for  sample  analysis  to  meet  state  and  federal 
regulatory  agency  deadlines  and  comply  with  permit  conditions,  and  coordinates 
sampling  activities. 

2.  Supervises  subordinates  in  the  collection,  preparation  and  analyses 
of  water,  sediment  and  fishery  samples;  supervises  the  analysis,  reduction  and 
interpretation  of  data;  develops  and  reviews  data  collection  and  analytical 
technique;  maintains  quality  assurance  and  control  within  the  unit. 

3.  Evaluates  the  effect  of  sewage  effluent  on  marine  ecosystems  through 
the  interpretation  of  laboratory  analyses,  reviews  data  on  biological  and 
taxonomic  analyses  of  benthic  invertebrate  and  fish  communities. 

4.  Supervises  the  writing  of  comprehensive  and  technical  reports  to 
regulatory  agencies,  assigns  and  reviews  written  analyses  of  required  data, 
assembles  and  edits  final  reports;  is  responsible  for  the  technical 
interpretation  of  all  reported  biological  data. 

5.  Directs  and  reviews  laboratory  work  on  various  research  projects,  may 
personally  perform  field  surveys  to  evaluate  effluent  discharged  to  the  marine 
environment. 

6.  May  prepare  contracts  and  meet  with  consultants  and  contractors  in 
the  performance  of  field  or  laboratory  assignments;  such  as  coordinating  with 
boat  operators  in  the  schedule  of  launchings  and  sites  for  sampling. 

QUALIFICATIONS 

"The  examination  announcement  shall  provide  the  qualifications. . .and 

other  particulars Applicants  must  be  guided  solely  by  the  announcement  of 

the  examination  for  which  they  apply."  (CSC  Rule  9) 


CLASS  TITLE:  SENIOR  MARINE  BIOLOGIST  CODE:  2474 

QUALIFICATIONS:  (Cont.) 

Knowledges.  Skills  and  Abilities:  Comprehensive  knowledge  of  biological, 
physical  and  chemical  characteristics  of  the  marine  environment  subject  to  the 
discharge  of  sewage  effluents;  analytical  methods  used  to  determine  the  effect 
of  sewage  effluent  on  marine  environments. 

• 

Thorough  knowledge  of  marine  taxonomic  identification,  and  sources  of 
information  in  marine  biology  and  ecology  and  fisheries  biology. 

Skill  in  the  use  of  laboratory  equipment  and  Instrumentation  used  to 
measure  the  effects  of  sewage  effluents  on  marine  ecology. 

Considerable  ability  to  apply  and  interpret  the  results  of  analyses  of 
sewage  plant  effluent  constituents  on  marine  ecosystems  and  prescribe  remedial 
actions;  plan,  assign  and  direct  the  work  of  subordinates;  deal  effectively  and 
courteously  with  other  departmental  personnel  and  with  representatives  of 
regulatory  agencies  and  the  general  public. 

ADOPTED:    7/20/87 
#0092m(b) 


' 


CLASS  TITLE:    SEWAGE  TREATMENT  CHEMIST  CODE:    21+76 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  difficult  and  varied  chemical 
and  physical  analysis  of  sewage  treatment  plant  products  and  effluents, 
industrial  wastes,  and  bay,  ocean  and  creek  waters;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:  performing  duties  according  to  establish- 
ed procedures  and  instructions  of  supervisor;  exercising  discretion  and 
independent  judgment  and  action;  keeping  accurate  and  detailed  records; 
submitting  clear  and  concise  reports. 

EXAMPLES  OF  DUTIES: 

1.  Performs  various  chemical,  bio-chemical,  and  bacteriological 
tests  of  sewage  plant  effluents  and  bodies  of  water  receiving  such  dis- 
charges in  order  to  determine  the  effectiveness  of  and  needed  controls 
for  sewage  treatment  operations. 

2.  Performs  air  pollution  control  services;  performs  chemical 
analyses  of  industrial  wastes  discharged  into  bay  waters  in  order  to 
determine  their  origin;   analyzes   water  leaks  in  order  to  determine 
their  source. 

3.  Performs  research  of  assigned  projects;  invesi.igates  and  reports 
on  new  developments  in  the  field  of  sewage  treatment;  calculates  results 
to  laboratory  analysis  and  maintains  complete  and  accurate  related  records; 
prepares  and  submits  detailed  and  accurate  reports  of  tests. 

h.        Prepares  standard  chemical  solutions  and  reagents  for  use  in  the 
laboratory;  cleans,  sterilizes  and  calibrates  laboratory  equipment  and 
otherwide  maintains  laboratory  equipment  and  supplies  in  good  order. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
biology  or  chemistry  or  a  closely  related  science. 

Requires  ore  year  of  experience  in  making  chemical  analysis  and  tests; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of:  the 
chemical,  physical  and  bacteriological  characteristics  of  sewage;  general 
chemical  analysis;  organisms  common  to  sewage;  laboratory  equipment  and  its 
uses;  sources  of  information  in  fields  related  to  sewage  and  industrial 
waste  analysis;  standard  methods  for  the  analysis  of  sewage;  the  principles 
of  sewage  treatment. 

Requires  skill  and  ability  to:  follow  instructions  in  the  performance 
of  complex  and  difficult  scientific  analyses  and  research  projects; maintain 
accurate  records;  prepare  clear  and  concise  reports. 

PROMOTIVE  LINES: 

To:   Senior  Sewage  Treatment  Chemist 
Senior  Water  Chemist 

From:   Original  entrance  examination 


*, 


* 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE;   SENIOR  SEWAGE  TREATMENT  CHEMIST  CODE:   2478 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  directing  all  laboratory  activities  in 
a  large  sewage  treatment  plant;  serves  as  plant  superintendent  during  his  absence;  or 
is  in  overall  charge  of  a  small,  complex  sewage  treatment  and  water  reclamation  plant, 
including  all  laboratory  activities;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   Interpreting,  carrying  out,  enforcing  and  assisting 
in  the  development  of  methods  and  procedures  relative  to  the  operation  of  the  sewage 
treatment  plant;  making  regular  responsible  contacts  with  other  departmental  personnel, 
outside  professional  groups  and  others  in  connection  with  laboratory  and  treatment 
plant  activities;  preparing  and  supervising  the  preparation  of  detailed  laboratory  re- 
ports and  analyses, 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  operation  of  a  chemical  laboratory  in  connection 
with  the  bacteriological  analysis  of  sewage  and  infiltration  waters;  personally  per- 
forms the  more  complex  analyses  in  connection  with  plant  operations, 

2.  Assists  in  determining  plant  operation  methods  and  procedures  through  the  inter- 
pretation and  evaluation  of  laboratory  analyses  of  treated  sewage. 

3.  Prepares  work  schedules  and  assigns  duties  to  laboratory  and  operating  personnel; 
reviews  laboratory  reports  and  recommends  necessary  adjustments  in  treatment  processes; 
maintains  laboratory  or  plant  supply  inventories  and  the  requisitioning  of  necessary 
materials  and  supplies;  prepares  and  assists  in  the  preparation  of  plant  operating 
budgets  and  reports;  supervises  the  preparation  and  maintenance  of  operating  records, 

4.  Directs  laboratory  work  on  various  research  projects  for  other  departments; 
supervises  the  investigation  of  the  sources  of  air  pollution  and  the  collection  of  air 
samples  for  laboratory  analyses  relative  to  air  pollution  controls;  makes  investiga- 
tions and  analyses  of  industrial  waste  problems, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college  or  university, 
with  a  baccalaureate  degree,  with  major  course  work  in  chemistry  or  a  closely  related 
science. 

Requires  four  years  of  progressively  responsible  professional  chemical  laboratory 
experience,  preferably  in  the  field  of  sanitation,  including  at  least  two  years  of  re- 
sponsible supervisory  and  administrative  experience;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge  of:   Chemical, 
physical  and  bacteriological  characteristics  of  sewage  and  its  effect  on  plant  machin- 
ery and  equipment  and  receiving  waters;  chemical  methods  and  microbiology  relating  to 
sewage  and  sanitation  laboratory  equipment  and  its  usage;  standard  methods  for  analysis 
of  sewage. 

Requires  considerable  ability  to:   Plan,  assign  and  direct  the  activities  of  subor- 
dinate personnel;  apply  results  of  chemical  analysis  to  plant  and  operating  problems 
and  recommend  necessary  remedial  action;  deal  effectively  and  courteously  with  other 
department  personnel,  outside  agencies  and  the  general  public;  prepare  and  review  de- 
tailed operating  records  and  reports. 


CLASS  TITLE:   SENIOR  SEWAGE  TREATMENT  CHEMIST 
MINIMUM  QUALIFICATIONS:   (Cont.) 


CODE:   2478 


Licenses:  Possession  of  appropriate  grade  level  certificate  issued  by  California 
Water  Resources  Control  Board  as  follows: 

Fully  Qualified 

Operator 


Location 

Richmond -Sunset  Grade  IV 

Northpoint  Grade  IV 

Southeast  Storm  Flow  Plant  Grade  IV 

S.F.  International  Airport  Grade  III 
Recreation  &  Park  Reclamation 

Plant  Grade  IV 

PROMOTIVE  LINES: 

TO:    Sewage  Treatment  Plant  Superintendent 

FROM:   Sewage  Treatment  Chemist 
Water  Chemist 


Operator-in-Training 
Operator-in-Training 


AMENDED: 


7-6-78 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:      Supervisor  Of  Laboratories.  Water  CODE:   2480 

Qulaity  Control 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction  is  responsible  for  planning,  organizing  and 
supervising  water  pollution  control  or  potable  water  purification 
laboratory  facilities  and  related  field  testing  operations;  supervises 
subordinate  laboratory  and  technical  personnel;  and  performs  related 
duties  as  reguired. 

DISTINGUISHING  FEATURES: 

This  class  is  distinguished  from  other  management  and  supervisoral 
positions  in  the  water  guality  field  by  its  primary  responsibility  for 
supervising  all  laboratory  facilities  in  the  City's  water  pollution 
control  or  potable  water  purification  treatment  programs.   The  employees 
in  this  class  will  be  responsible  for  administratively  supervising  Senior 
Water  Chemists  or  Senior  Sewage  Treatment  Chemists  and  other  technical 
personnel  located  at  various  laboratory  sites  and  acting  as  a  technical 
advisor  to  the  Department  of  Public  Works  or  the  Public  Utilities 
Commission  on  water  guality.  treatment  methods  and  practices. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes  and  directs  on  a  city-or  system-wide  basis 
potable  water  guality  or  water  pollution  control  laboratory  activities; 
directs  a  variety  of  tests  of  potable  water  or  waste  water  including  but 
not  limited  to  chemical,  biological,  bacteriological  and  radiological 
tests . 

2.  Through  subordinate  supervisory  personnel  reviews  work  loads  and 
guality  assurance  performance  of  individual  laboratories;  develops, 
improves  and  coordinates  laboratory  methods  and  procedures,  including 
coordination  with  other  divisions  or  departments,  as  necessary. 

3.  Supervises  and  participates  in  the  laboratory  evaluation  of 
various  potable  water  or  waste  water  treatment  processes;  recommends 
changes  as  reguired;  during  critical  situations  may  personally  perform 
highly  complex  testing  procedures. 

4.  Reviews  and  implements  various  legal  reguirements  and  permits 
relating  to  the  performance  of  the  laboratories;  reviews  effectiveness  of 
laboratory  eguipment  and  instrumentation  reeommends  changes  as  reguired; 
prepares  annual  budget  for  eguipment.  supplies  and  personnel  needs  of  the 
laboratories . 

b.   Directs  training  programs  for  employees;  as  assigned, 
participates  in  program  planning  and  policy  setting  for  the  Dureau  of 
Water  Pollution  Control  or  San  Francisco  Water  Department. 

6.   As  assigned,  may  prepare  reports  for  submission  to  various 
governmental  agencies  on  potable  water  guality  or  water  pollution  control 
matters:  serves  as  technical  advisor  to  the  Department  of  Public  Works  or 
the  Public  Utilities  Commission  and  other  City  officials:  may  appear 
before  public  and  private  groups  on  matters  relating  to  drinking  water 
guality  or  water  pollution  control. 


CLASS  TITLE:   Supervisor  of  Laboratories.  Water  Code:   2480 

Quality  Control 

MINIMUM  QUALIFICATION: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university  with  a  baccalaureate  degree  with  major  course  work  in 
chemistry,  bacteriology,  chemical  engineering,  sanitary  engineering  or  a 
closely  related  field.   The  baccalaureate  degree  requirement  must  include 
courses  in  analytical  chemistry  and  bacteriology. 

Requires  six  years  of  progressively  responsible  chemical  laboratory 
experience  involving  the  chemical  and  bacteriological  analysis  of  water 
or  wastewater,  including  at  least  three  years  of  responsible  supervisory 
and  administrative  experience;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge.  Abilities  and  Skills:   Requires  thorough  knowledge  of: 
the  bacteriological  and  chemical  characteristics  of  potable  water, 
wastewater  and  related  effluents;  general  chemical  qualitative  and 
quantitative  analysis;  micro-organisms,  organic  and  non-organic 
pollutants  of  water  and  wastewater:  methods,  procedures  and  Legal 
requirements  and  legal  requirements  of  collection,  treatment  and  disposal 
of  wastewater  or  the  impounding,  treatment  and  distribution  of  drinking 
water:  modern  laboratory  equipment  and  its  effective  utilization:  sources 
of  information  on  water,  wastewater  and  industrial  waste  control  and 
d  isposal . 

Requires  considerable  ability  to:   evaluate  a  variety  of  laboratory 
tests  relating  to  water  or  wastewater  treatment,  develop  and  supervise 
complex  research  projects:  supervise  and  participate  in  the  preparation 
of  complex  technical  reports:  supervise  and  train  subordinate  laboratory 
personnel;  deal  effectively  and  courteously  with  other  City  departments, 
outside  agencies  and  the  general  public. 

Possession  of  a  Crade  IV  level  certificate  (Waste  Water  Treatment 
Plant  Operator)  issued  by  the  California  Water  Resources  Control  Board, 
or  a  Grade  IV  level  certificate  (Water  Treatment  Plant  Operator)  issued 
by  the  California  Department  of  Health  Services,  is  highly  desirable. 

License :   Possession  of  a  current  valid  California  driver's  license. 

ADOPTFJD:        2-2-8  1 
AMENDED:        2 -2 5 -8b 
It0048b 
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DEC  2  1  2000 

CITY  AND  COUNTY  OF  SAN  FRANCISCO  SAN  FRANC  I  qm 

DEPARTMENT  OF  HUMAN  RESOURCES  PUBLIC  LIBRARY 

JOB  CODE  TITLE:    WATER  QUALITY  TECHNICIAN  1/  JOB  CODE:  2481 

WATER  QUALITY  TECHNICIAN  H       Business  Unit:  COMMN 

DEFINITION: 

Under  general  supervision,  performs  entry  or  trainee  to  complex  journey-level  technician  duties 
to  evaluate  water  and  wastewater  plant  operation  and  to  determine  industrial  discharge 
compliance  with  pretreatment  and  source  control  standards;  conducts  chemical  and 
microbiological  analyses,  keeps  detailed  and  accurate  records  and  enters  laboratory  data  into 
information  management  systems;  conforms  to  laboratory  safe  practices  and  assists  chemists, 
biologists  and  other  laboratory  professionals  as  necessary  to  achieve  the  goals  of  the  laboratory. 

DISTINGUISHING  FEATURES: 


Water  Quality  Technician  I  is  the  entry  or  trainee  level  of  this  series.  Incumbents  in  this  code 
perform  simple  to  more  complex  laboratory  tasks  under  the  close  lead  of  a  Water  Quality 
Technician  III. 

Water  Quality  Technician  II  is  the  journey  level  of  this  series.  Incumbents  in  this  class  perform 
increasingly  more  complex  laboratory  analyses  under  general  lead  of  a  Water  Quality  Technician 
III  or  are  assigned  to  the  Field  Monitoring  Division  of  the  Bureau  of  Environmental  and 
Regulatory  Management  (BERM),  Public  Utilities  Commission  (PUC).  Water  Quality 
Technician  I/II  reports  to  Class  6115  Wastewater  Control  Inspector  when  assigned  at  BERM  and 
perform  instrumentation  and  calibration,  and  other  laboratory  tests. 

Incumbents  in  this  class  understand  analytical  laboratory  procedures  and  practices,  generally 
work  independently  and  must  exercise  sound  analytical  judgment.  Incumbents  may  participate 
in  workgroups  under  the  coordination  of  Biologist  I/II  or  Chemist  I/II. 

SUPERVISION  EXERCISED:  None 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  2481  Water  Quality  Technician  I/II  and  are  not  intended  to  be  an 
inclusive  list. 

1 .  Performs  simple  to  increasingly  more  complex  physical,  chemical  and  microbiological 
laboratory  tests  of  drinking  and  wastewater  samples  and  other  materials  according  to 
established  procedures;  prepares  samples  for  the  analysis  of  trace  elements  using  filtration 
and  acid  digestion  techniques;  prepares  samples  for  the  analysis  of  trace  organic  constituents 
using  solvent  extraction,  evaporation  and  filtration  techniques. 

2.  Collects  samples  from  reservoirs,  transmission  lines,  sewer  lines,  water  and  wastewater 
treatment  plants,  wastewater  collection  systems,  beaches,  marine  and  estuarine  waterbodies 
using  written  techniques  and  procedures;  performs  field  tests  according  to  procedures  for  pH, 
temperature,  dissolved  sulfides,  oxidizers,  dissolved  oxygen;  performs  quality  assurance 
audits  to  insure  proper  sample  identification  and  presentation  prior  to  delivery  to  the 
laboratory  for  analysis. 


JOB  CODE  TITLE:    WATER  QUALITY  TECHNICIAN  1/  JOB  CODE:  2481 

WATER  QUALITY  TECHNICIAN  H       Business  Unit:  COMMN 

3.  Documents  the  collection  of  samples  by  proper  sample  labeling,  chain  of  custody 
documentation  and  entering  accurate  information  into  log  books;  submits  clear  and  detailed 
daily  field  records  documenting  all  sampling  and  monitoring  activities. 

4.  Conducts  fee  constituent  analyses  (BOD  -  Biochemical  Oxygen  Demand,  TSS  -  Total 
Suspended  Solids,  and  Oil  and  Grease)  on  samples  of  industrial  discharges  to  the  sewer 
system;  conducts  various  physical  and  chemical  analyses  to  determine  the  effectiveness  of 
water  or  wastewater  treatment  plant  operation  as  directed. 

5.  Assists  biologists  conducting  coliform  analyses  on  water,  wastewater  and  seawater  samples; 
assists  chemist  to  complete  analyses  of  a  variety  of  substances  and  matter  within  client 
stipulated  deadlines. 

6.  Conducts  analyses  in  accordance  with  established  Quality  Assurance/Quality  Control 
(QA/QC)  protocols,  records  accuracy  and  precision  measurements,  evaluates  contamination 
through  blank  analyses,  works  with  QA/QC  section  to  improve  technique;  follows  all 
laboratory  safely  practices,  wears  protective  clothing  and  equipment. 

7.  Operates,  calibrates,  maintains  and  properly  documents  the  use  of  automatic  sampling 
equipment,  gas  detectors,  continuous  monitoring  pH  meters,  portable  pH  meters,  flow  and 
meters;  maintains  maintenance  and  calibration  records  for  a  variety  of  field  equipment;  may 
operate  complex  chemical  instrumentation. 

8.  Receives  samples,  creates  batches  and  performs  analyses  according  to  standard 
Environmental  Protection  Agency  (EPA)  protocols;  enters  data  generated  via  analysis  and 
submits  data  for  review  to  Chemists;  returns  samples  for  archiving  as  necessary  to  the 
appropriate  laboratory  personnel. 

9.  Prepares  reagents,  sterilizes  glassware,  materials  and  equipment,  filters  sample,  uses  sterile 
technique  to  minimize  contamination,  records  and  enters  data  as  appropriate;  maintains  an 
adequate  inventory  of  laboratory  supplies  and  materials;  may  clean,  calibrate  and  otherwise 
maintain  delicate  laboratory  instruments. 

10.  Prepares  reports,  charts  and  graphs  as  required. 

1 1 .  Performs  related  duties  and  responsibilities  as  assigned. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  chemical  evaluation  of  water  and  wastewater  treatment  practices;  general 
organic  and  inorganic  chemistry;  and  laboratory  safety  procedures. 

Ability  to:  learn  new  procedures  and  protocols  for  the  analysis  of  samples;  demonstrate  good 
laboratory  technique  and  familiarity  with  the  calibration  and  maintenance  of  less  complex 
chemical  instruments;  organize;  follow  detailed  oral  and  written  instructions;  read  water  meters, 
both  analog  and  digital;  perform  basic  mathematical  calculations  such  as  flow  rates, 
concentration,  sums  and  products;  work  independently;  and  exercise  judgement. 

Skill  in:  handling,  operating  and  maintaining  laboratory  materials  and  equipment. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 
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JOB  CODE  TITLE:  WATER  QUALTIY  TECHNICIAN  1/  JOB  CODE:    2481 

WATER  QUALTIY  TECHNICIAN  H  Business  Unit:  COMMN 

DEFINITION: 

Under  general  supervision,  performs  field  and  laboratory  technician  duties  to  evaluate  water  and  wastewater 
treatment  plant  operation,  and  to  determine  industrial  discharge  compliance  with  pretreatment  and  source 
control  standards;  conducts  chemical  and  microbiological  analyses,  keeps  detailed  and  accurate  records  and 
enters  laboratory  data  into  information  management  systems;  conforms  to  laboratory  safe  practices. 

DISTINGUISHING  FEATURES: 


Water  Quality  Technician  I  is  the  entry  level  of  this  series.  Incumbents  in  this  class  perform  simple  to 
increasingly  more  skilled  field  and  laboratory  tasks  under  direct  supervision. 

Water  Quality  Technician  II  is  the  journey  level  of  this  series.  Under  general  supervision,  incumbents  in  this 
class  perform  skilled  laboratory  analyses  or  field  monitoring  duties.  Incumbents  in  this  class  understand 
analytical  laboratory  and  field  monitoring  procedures  and  practices,  generally  work  independently,  and  exercise 
sound  analytical  judgment. 

SUPERVISION  EXERCISED:  None 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTDZS: 

According  to  Civil  Service  Commission  Rule  109,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  2481  Water  Quality  Technician  1/11  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Performs  simple  to  increasingly  skilled  physical,  chemical  and  microbiological  laboratory  analyses  of 
drinking  water,  wastewater,  and  other  environmental  samples;  prepares  samples  for  inorganic  and 
organic  analysis. 

2.  Collects  samples  from  reservoirs,  transmission  lines,  sewer  lines,  water  and  wastewater  treatment 
plants,  wastewater  collection  systems,  beaches,  marine  and  estuarine  water  bodies  using  established 
techniques  and  procedures;  performs  field  tests  for  pH,  temperature,  dissolved  sulfides,  oxidants, 
dissolved  oxygen;  follows  quality  assurance  protocols  to  ensure  proper  sample  identification  prior  to 
delivery  to  the  laboratory. 

3 .  Documents  the  collection  of  samples  by  following  established  protocols;  submits  clear  and  detailed 
daily  field  records  documenting  all  sampling  and  monitoring  activities. 

4.  Conducts  fee  constituent  analyses  (COD-Chemical  Oxygen  Demand,  TSS-Total  Suspended  Solids,  and 
Oil  and  Grease)  on  samples  of  industrial  discharges  to  the  sewer  system;  conducts  various  physical, 
chemical,  and  biological  analyses  to  determine  the  effectiveness  of  water  and  wastewater  treatment 
plant  operations  as  directed. 

5.  Assists  biologists  conducting  coliform  analyses  on  water,  wastewater,  and  seawater  samples;  assists 
chemists  to  complete  sample  analyses  within  client  stipulated  deadlines. 

6.  Conducts  analyses  in  accordance  with  established  Quality  Assurance  (QA)  protocols,  records  accuracy 
and  precision  measurements,  evaluates  contamination  through  analyses  of  blanks,  works  with  QA/QC 
section  to  improve  technique;  follows  all  laboratory  safety  practices,  wears  protective  clothing  and 
equipment. 

7.  Operates,  calibrates,  maintains,  and  properly  documents  the  use  of  automated  sampling  equipment,  gas 
detectors,  continuous  monitoring  pH  meters,  flow  meters;  maintains  maintenance  and  calibration 
records  for  a  variety  of  field  equipment;  may  operate  chemical  test  instrumentation. 
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WATER  QUALTIY  TECHNICIAN  H  Business  Unit:  COMMN  , 
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8.  Receives  samples,  creates  batches,  and  performs  analyses  according  to  Environmental  Protection 
Agency  (EPA)  and  other  approved  standard  protocols;  enters  data  generated  for  review. 

9.  Prepares  reagents,  sterilizes  glassware,  uses  sterile  technique  to  minimize  contamination,  sterilizes  and 
disposes  of  laboratory  waste,  maintains  an  adequate  inventory  of  laboratory  supplies  and  materials;  may 
clean,  calibrate,  and  otherwise  maintain  delicate  laboratory  instruments. 

10.  Prepares  reports,  charts,  and  graphs  as  required. 

11.  Performs  related  duties  as  needed  or  assigned. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  the  basic  principles  of  water  and  wastewater  treatment,  general  organic  and  inorganic 
chemistry,  field  monitoring  and  laboratory  procedures,  field  and  laboratory  safety  practices. 

Ability  to:  learn  procedures  for  the  analysis  of  samples;  demonstrate  good  laboratory  and  field  monitoring 
technique;  follow  detailed  oral  and  written  instructions;  read  water  meters;  perform  basic  mathematical 
calculations;  work  independently;  and  interact  with  the  general  public. 

Skill  in:  handling,  operating  and  maintaining  laboratory  materials  and  equipment. 

EXPERIENCE  AND  TRAINING  GUTOELINES: 

Water  Quality  Technician  I 

1 .  Completion  of  high  school  or  its  equivalent,  AND 

2.  One  years  verifiable  experience  in  a  water  or  wastewater  utility  performing  laboratory  or  field 
technician  duties  OR 

3.  Possession  of  an  associate  degree  from  an  accredited  college  or  university  with  coursework  in  biology, 
chemistry,  microbiology,  engineering  or  a  related  field  OR 

4.  Participation  in  the  9916  Public  Service  Aide  Training  Program  with  six  months  of  laboratory 
experience. 

Water  Quality  Technician  II 

1 .  Completion  of  high  school  or  its  equivalent,  AND 

2.  Three  (3)  years  verifiable  experience  in  a  water  or  wastewater  utility  performing  laboratory  or  field 
technician  duties  OR 

3.  Two  years  experience  as  a  Water  Quality  Technician  I. 

Note:  Possession  of  an  associate  degree  from  an  accredited  college  or  university  with  coursework  in 
biology,  chemistry,  microbiology,  engineering  or  a  related  field  may  substitute  for  two  years  of  the  required 
experience. 

License  and  Certificate: 


Possession  of  a  valid  driver's  license;  certification  may  be  required  for  certain  Water  Quality  Technician  II 
positions. 

Effective:   12/4/00 

Amended  Date:   2/9/01 

Reason  for  Amendment:  To  accurately  reflect  the  current  tasks,  knowledge,  skills  and  abilities  defined  in  the 

most  recent  job  analysis  conducted  for  this  job  code. 
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JOB  CODE  TITLE:         WATER  QUALITY  TECHNICIAN  HI  JOB  CODE:  2482 

Business  Unit:  COMMN 
DEFINITION: 

Under  general  supervision  performs  increasingly  complex  laboratory,  field  monitoring,  and  related  duties  to 
evaluate  water  and  wastewater  treatment  plant  operations  and  to  determine  industrial  discharge  compliance  with 
pretreatment  and  source  control  standards: 

In  the  laboratory  conducts  chemical  and  microbiological  analyses;  assists  in  the  training  of  laboratory  technicians  to 
conduct  analyses  according  to  standard  protocols;  conducts  special  studies  and  operates  advanced  analytical 
instrumentation;  keeps  detailed  and  accurate  records;  prepares  comprehensive  data  summaries  and  reports;  evaluates 
sample  data  conformance  with  quality  assurance  standards;  assists  water  quality  chemists  as  necessary  to  achieve 
the  goals  of  the  laboratory. 

In  the  field,  works  independently  and  in  coordination  with  inspectors  and  engineers  on  special  projects  to 
investigate  and  identify  sources  of  water  pollution;  conducts  studies  to  evaluate  efficacy  of  sampling  regimens; 
provides  instructions  and  training  to  staff  in  sampling  procedures  and  techniques,  field  documentation, 
interpretation  of  regulatory  requirements,  and  field  quality  assurance  practices;  tests,  operates  and  maintains  field 
monitoring  and  related  equipment;  keeps  detailed  and  accurate  records;  prepares  comprehensive  data  summaries 
and  reports;  evaluates  conformance  of  sampling  procedures  to  quality  assurance  standards;  assists  inspectors  and 
engineers  to  achieve  goals  of  the  field  monitoring  and  field  services  sections. 

DISTINGUISHING  FEATURES: 

Water  Quality  Technician  III  functions  as  a  senior  technician  and  a  lead  person  in  this  job  code  series.  Incumbents 
in  this  class  work  under  general  supervision  and  take  on  lead  functions  in  the  laboratory  and  the  field.  Operates 
advanced  laboratory  instruments  such  as  gas  chromatographs,  atomic  absorption  and  atomic  emission 
spectrometers.  Prepares  written  reports  and  data  summaries.  Responsible  for  special  projects  in  the  laboratory  and 
the  field.  Assures  that  all  field  monitoring  and  related  equipment  is  operational,  and  readily  available  for  immediate 
use.  Provides  technical  training  and  supervision  to  entry-level  or  journey-level  technicians. 

SUPERVISION  EXERCISED: 

Provides  technical  supervision  to  entry-level  or  journey-level  technicians,  but  does  not  assign,  direct  and/or  evaluate 
the  work  of  technical  personnel. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of  duties 
assigned  to  2482  Water  Quality  Technician  III  and  are  not  intended  to  be  an  inclusive  list. 

Laboratory 

1.  Performs  the  more  complex  physical,  chemical  and  microbiological  laboratory  analyses  of  drinking  and 
wastewater  samples  and  other  materials  as  necessary.  Prepares  reports  evaluating  treatment  plant  performance, 
distributes  data  summaries  to  laboratory  clients,  works  with  laboratory  clients  to  provide  specialized  services. 

2.  Prepares  samples  for  the  analysis  of  trace  elements  using  filtration  and  acid  digestion  techniques,  operates 
complex  inorganic  chemical  instrumentation  under  close  supervision;  assists  inorganic  section  chemists  to 
complete  analyses  within  client  stipulated  completion  deadlines. 

3.  Prepares  samples  for  the  analysis  of  trace  organic  constituents  using  solvent  extraction,  evaporation  and 
filtration  techniques;  operates  complex  organic  chemical  instrumentation  under  direct  supervision;  assists 
organic  section  chemists  to  complete  analyses  within  client  stipulated  completion  deadlines. 

4.  Conducts  fee  constituent  analyses  [BOD,  TSS,  and  Oil  and  Grease]  as  necessary  on  samples  of  industrial 
discharges  to  the  sewer  system  collected  by  the  source  control  and  pretreatment  field  section.  Conducts  various 
physical  and  chemical  analyses  to  determine  the  effectiveness  of  water  or  wastewater  treatment  plant  operation 
as  directed. 


JOB  CODE  TITLE:    WATER  QUALITY  TECHNICIAN  DT  JOB  CODE:  2482 

Business  Unit:  COMMN 

5.  Assists  microbiologists  as  necessary  to  conduct  colifonn  analyses  on  water,  wastewater  and  seawater  samples. 
Prepares  reagents  sterilizes  glassware,  materials  and  equipment,  filters  samples,  uses  sterile  technique  to 
minimize  contamination,  records  and  enters  data  as  appropriate. 

6.  Receives  samples  from  the  Laboratory  sample  receiving  section,  creates  batches,  performs  analyses  according 
to  standard  EPA  protocols,  enters  data  generated  via  analysis,  submits  data  for  review  to  Senior  Chemists, 
returns  samples  for  archiving  as  necessary  to  the  sample  receiving  section 

7.  Conducts  analyses  in  accordance  with  established  QA/QC  protocols,  records  accuracy  and  precision 
measurements,  evaluates  contamination  through  blank  analyses,  works  with  QA/QC  section  to  improve 
technique. 

8.  Conducts  analyses  following  all  laboratory  safe  practices,  wears  personnel  protective 

equipment  as  required;  provides  guidance  to  less  experienced  personnel  on  the  use  of  safe  laboratory  practices; 
works  with  Laboratory  safety  section  to  create  a  safe  and  healthy  working  environment. 

9.  Collects  samples  from  various  sources  including  drinking  water  reservoirs,  transmission  lines,  water  and 
wastewater  treatment  plants,  wastewater  collection  systems,  beaches,  marine  and  estuarine  waterbodies 
using  approved  procedures. 

10.  Assists  other  analysts  in  maintaining  an  adequate  inventory  of  laboratory  supplies  and  materials;  may  be 
required  to  clean,  calibrate  and  otherwise  maintain  delicate  laboratory  instruments. 

1 1 .  May  be  required  to  work  independently  on  weekends  and  holidays  to  conduct  analyses  to  meet  client  stipulated 
turnaround  time  for  various  constituents;  and  performs  related  duties  and  responsibilities  as  assigned. 

Field  Services 

1.  Plans,  schedules,  and  conducts  equipment  maintenance  and  repair  program. 

2.  Under  direction  of  project  manager  schedules  activities  and  provides  technical  supervision,  training  and 
general  assistance  to  special  project  work  crews. 

3.  Performs  monthly  field  equipment  calibration  checks;  prepares  standard  solutions  for  calibrating  colorimeters, 
turbidimeters,  and  pH  meters. 

4.  Calibrates  field  equipment  using  specialized  laboratory  instruments,  such  as  2100ANT  Turbidimeter,  DR2000 
spectrophotometer,  and  Microprocessor  Ionanalyzer/90. 

5.  Provides  training  and  technical  supervision  to  entry  and  journey  level  technicians.  Follows  safe  practices  in 
performing  all  duties. 

6.  Provides  certified  testing  of  backflow  devices. 

7.  Available  for  on-call  fire  response  duty  as  certified  specialist. 

8.  Interprets  and  performs  according  to  existing  methods,  procedures,  rules,  and  regulations  pertaining  to 
customer  water  services  and  applicable  water  conservation  programs. 

9.  Maintains  appropriate  inventory  of  materials,  equipment,  and  supplies  to  support  the  field  services  section  in 
performing  its  assigned  duties. 

10.  Conducts  special  projects,  such  as  writing  the  sample  manual,  integrating  sampling  and  backflow  information 
into  LIMS,  generating  computerized  sample  labeling  and  custody  sheets,  to  better  organize  activities  of  field 
services  section. 

1 1.  Conducts  special  sampling  in  remote  areas  of  the  watershed. 
12    Performs  related  duties  and  responsibilities  as  assigned. 

Field  Monitoring: 

1.  Provides  instructions  and  training  to  staff  in  Jhe  procedures  and  techniques  of  sampling,  field  documentation, 
field  quality  assurance  practices,  and  interpretation  of  requirements  and  regulations. 

2.  Oversees  and  schedules  the  maintenance  and  calibration  of  all  portable  field  equipment  and  instrumentation 
Operates  all  field  monitoring  equipment  Performs  diagnostics  of  inoperative  equipment 

3.  Applies  ultrasonic,  bubbler,  area  /velocity,  and  closed  pipe  flow  meter  techniques  to  various  flow 
monitoring  projects. 

4     Analyzes  flow  monitoring  data  using  Windows  Vision  and  Insight  software 

5.  Under  general  supervision,  generates  written  sampling  plans  to  meet  permit  monitoring  requirements 

6.  Organizes  and  schedules  vehicle  maintenance  and  automotive  repair. 
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7.  Under  general  supervision,  investigates  and  prepares  incident  reports  on  complaints  received  from  the   public  or 
other  agencies;  takes  appropriate  follow-up  action.  Investigates  reports  of  illegal  discharge  of  toxic  substances 
into  the  sewer. 

8.  Evaluates  field  sampling  and  documentation  for  conformance  with  quality  assurance  standards.  Conducts  field 
analyses  in  accordance  with  established  QA/QC  protocols;  conducts  quality  assurance  audits  and  prepares 
reports  and  summaries  as  required.  Records  accuracy  and  precision  measurements.  Works  with  QA/QC  section 
to  improve  techniques;  and  performs  related  duties  and  responsibilities  as  assigned. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of : 

Laboratory: 

The  analytical  procedures  of  chemical  evaluation  of  water  and  wastewater;  general  inorganic  and  organic 
chemistry;  good  laboratory  practices;  safe  laboratory  practices 

Field  Services: 

All  equipment  and  instruments  used  in  field  monitoring  within  WQB  field  services;  all  standard  operating 

and  safety  procedures. 

Field  Monitoring: 

All  equipment  and  instruments  used  in  field  monitoring  within  SPEAC  field  monitoring;  all  standard 

operating  and  safety  procedures. 

Ability  to: 

Laboratory:  Learn  new  procedures  and  protocols  for  the  analysis  of  samples;  to  work  independently; 
demonstrate  good  laboratory  technique;  organize  work;  train  and  technically  supervise  less  experienced 
technical  personnel  in  established  laboratory  procedures;  utilize  effective  oral  and  written  communication; 
interact  with  diverse  workforce  of  technical  and  non-technical  personnel,  managers,  and  public 
constituents. 

Field  Services  and  Field  Monitoring: 

Read,  study,  and  understand  technical  manuals.  Learn  new  regulations,  procedures,  and  protocols  for  field 
sampling,  testing,  and  collection;  work  independently;  demonstrate  good  field  technique;  organize  work; 
train  and  technically  supervise  less  experienced  technical  personnel  in  established  field  procedures;  utilize 
effective  oral  and  written  communication;  interact  with  diverse  workforce  of  technical  and  non-technical 
personnel,  managers,  and  public  constituents. 

Skill  in:  handling,  operating  and  maintaining  laboratory  materials  and  equipment. 

Eiperience  and  Training  Guidelines: 

Experience:  Six  years  of  verifiable  experience  in  a  water  or  wastewater  laboratory  conducting  analysis  as 
described  under  important  and  essential  duties  or: 

Six  years  of  verifiable  experience  working  in  source  control  monitoring  or  a  wastewater  treatment  facility 
performing  duties  as  described  under  important  and  essential  duties  or: 

Six  years  of  verifiable  experience  working  in  water  collection  or  distribution  systems  or  in  a  water 
treatment  facility,  performing  duties  as  described  under  important  and  essential  duties. 

Training:  Completion  of  high  school  or  its  equivalent  and  six  years  experience  as  defined  above;  or 
possession  of  an  associate  of  science  degree  from  an  accredited  college  or  university  with  course  work  in 
biology,  chemistry,  microbiology,  engineering,  or  a  related  field  and  four  years  experience  as  defined 
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I 

License  or  Certificate: 

For  Water  Quality  Technician  III  within  PUC/WQB/Laboratories,  possession  of  California  Water 
Environment  Agency  (CWEA)  Grade  I  Laboratory  Analyst  Certificate  is  required.  Possession  of  C WEA 
Grade  II  or  higher  is  desirable. 

For  Water  Quality  Technician  III,  within  PUC/WQB  Field  Services  possession  of  Backflow  Tester 
certification  is  required.  Possession  of  Fire  Response  Specialist  certification  is  desirable. 

For  Water  Quality  Technician  DL  within  PUC/SPEAC  possession  of  CWEA  Grade  I  Industrial  Waste 
Collection  or  Inspection  Certificate  is  required.  Possession  of  Grade  II  or  higher  is  desirable. 

Candidates  without  required  certification  will  be  allowed  to  obtain  it  within  2  years  of  appointment  as 
Water  Quality  Technician  III. 

Effective:  12/4/00 


' 


< 


DEC  2  1  2000 

CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  SAN  FRANCISCO 

PUBLIC  LIBRARY 
JOB  CODE  TITLE:    BIOLOGIST  1/  BIOLOGIST  H  JOB  CODE:  2483 

Business  Unit:  COMMN 
DEFINITION: 

Under  general  supervision,  conducts  environmental  field  monitoring  studies  to  evaluate  the 
health  and  stability  of  freshwater  and  marine  environments  and  biota;  conducts  toxicity  testing  to 
determine  compliance  with  state  and  federal  regulations;  keeps  detailed  and  accurate  field  and 
analytical  records;  uses  a  laboratory  information  management  system  to  track,  control  and  report 
as  necessary  to  achieve  the  goals  of  the  Water  Quality  Bureau. 

DISTINGUISHING  FEATURES: 


The  assignments  within  this  professional  job  code  vary  in  degree  of  complexity  and 
responsibility  that  may  encompass  entry-level  through  the  fully  experienced  journey/ 
professional  level.  Incumbents  perform  at  increasingly  higher  levels  of  responsibility  with  a 
higher  degree  of  ability  and  initiative  as  experience  is  gained.  The  Biologist  I/II  works  under  the 
general  supervision  of  a  Supervising  Biologist  and  may  assist  the  Biologist  III  in  non-routine 
work  and  special  projects. 

SUPERVISION  EXERCISED: 

Positions  at  the  journey  level  do  not  supervise  other  professional  employees,  but  may  coordinate 
the  work  of  technical  personnel  (Water  Quality  Technician  I/II  and  III). 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 


According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  2483  Biologist  I/Biologist  II  and  are  not  intended  to  be  an 
inclusive  list. 

1 .  Participates  in  freshwater  and  marine  water  quality  monitoring  studies;  collects  physical 
profile  data  and  discrete  water  samples  for  chemical  analysis;  collects  benthic  infauna, 
fisheries,  and  sediment  samples;  collects  macroinvertbrate,  fish  plankton  and  plant  samples; 
determines  habitat  availability  suitability  and  stream  flow  requirements. 

2.  Participates  in  freshwater  stream  assessment  studies;  collects  macroinvertebrate,  fisheries, 
and  vegetation  samples;  determines  habitat  availability  and  stream  flow  requirements. 

3.  Participates  in  marine  monitoring  studies;  collects  benthic  infauna,  fisheries,  and  sediment 
samples. 

4.  Coordinates  field  investigations;  operates  and  conducts  monitoring  studies  from  small  vessels 
in  reservoirs  and  bays;  maintains  detailed  field  and  analytical  records. 

5.  Performs  taxonomic  sorting  and  identification  to  species  of  invertebrates,  plankton,  fish,  and 
vegetation. 

6.  Conducts  aquatic  and  sediment  acute  and  chronic  toxicity  tests  to  determine  regulatory 
compliance  with  state  and  federal  agencies;  performs  toxicity  identification  and  reduction 
studies. 

7.  Conducts  routine  sediment  physical  analyses;  prepares  sediment  samples  for  quantitative 
chemical  analyses. 

8.  Coordinates  and  schedules  projects,  batches,  prepares,  analyzes  and  reports  results  of 
environmental  samples  using  a  computerized  laboratory  information  management  system. 


JOB  CODE  TITLE:    BIOLOGIST  1/  BIOLOGIST  D  JOB  CODE:  2483 

Business  Unit:  COMMN 


9.  Prepares  tables  that  summarize  environmental  field  and  analytical  data;  performs  univariate 
and  multivariate  biostatistical  analyses  on  environmental  data. 

10.  Prepares  environmental  data  for  reports  and  conference  presentations  and  graphic 
presentations. 

1 1 .  Trains  entry-level  biologists  in  the  specific  details  of  field  sampling,  taxonomy,  toxicity 
testing  and  data  interpretation. 

12.  Performs  related  duties  and  responsibilities  as  assigned. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  microbiological  methods  and  procedures 

Ability  to:  participate  in  field  sampling  activities  often  under  inclement  conditions;  lift  and 
operate  field  sampling  equipment,  including  small  vessel  launching  and  operations;  work 
independently;  make  independent  data  decisions,  prepare  written  reports,  keep  accurate  and 
detailed  records  of  field  and  analytical  activities,  and  interact  with  the  public. 

Skill  in:  Taxonomy  such  as  invertebrate,  fish,  plankton,  vegetation,  dichotomous  keys;  field 
sampling;  handling,  operating  and  maintaining  laboratory  materials  and  equipment. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 


t 


Biologist  I 

Possession  of  baccalaureate  degree  from  an  accredited  college  or  university  with  a  major  in 
environmental  biology,  marine  biology,  aquatic  biology,  wildlife  biology,  fisheries  biology, 
limnology,  aquatic  toxicology  microbiology,  biochemistry,  or  related  science. 

Biologist  II 

1 .  Possession  of  baccalaureate  degree  from  an  accredited  college  or  university  with  a  major  in 
environmental  biology,  marine  biology,  aquatic  biology,  wildlife  biology,  fisheries  biology, 
limnology,  aquatic  toxicology  microbiology,  biochemistry,  or  related  science;  AND 

2.  Two  (2)  years  of  verifiable  experience  in  field  or  laboratory  biology. 

License  or  Certificate:  Possession  of  a  valid  driver's  license. 


Effective:         12/4/00 


' 


< 


DEC  2 

CITY  AND  COUNTY  OF  SAN  FRANCISCO  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  PUBLIC  LIBRARY 

JOB  CODE  TITLE:  BIOLOGIST  HI  JOB  CODE:  2484 

Business  Unit:  COMMN 
DEFINITION: 

Under  general  supervision,  plans,  designs,  develops  and  coordinates  special/non-routine 
environmental  monitoring  projects  related  to  drinking  water  and  wastewater  facilities, 
freshwater,  estuarine  and  marine  environments  and  watershed  resources.  Works  independently 
and  in  conjunction  with  Water  Quality  engineers  and  laboratory  staff  as  well  as  other  biologists 
to  identify  and  resolve  environmental  problems  associated  with  facility  operations  and  to  achieve 
compliance  with  regulations.  Trains  technical  and  professional  personnel  in  effective  field 
sampling  techniques  and  laboratory  processing  procedures. 

DISTINGUISHING  FEATURES: 


Biologist  III  is  the  advanced  journey  level  of  this  series.  It  is  distinguished  from  Biologist  II, 
which  is  responsible  for  performing  routine  environmental  monitoring  studies,  and  the 
Supervising  Biologist,  which  is  a  supervisory  code.  Biologist  III  requires  a  comprehensive 
knowledge  of  ecology,  watershed  biology  and  interactions  between  physical,  chemical,  and 
biological  conditions  that  affect  environmental  communities  and  habitat. 

SUPERVISION  EXERCISED: 

Positions  at  this  level  do  not  supervise  other  professional  employees,  but  may  coordinate  the 
work  of  technical  personnel  (Water  Quality  Technician  I/II  and  III)  and  joumey-level  staff 
(Biologist  I/II).  This  position  may  exercise  supervision  during  absence  of  Supervising  Biologist. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  2484  Biologist  III  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Participates  as  the  environmental  representative  with  other  City  personnel  to  identify 
legislation  and  issues  that  will  impact  PUC  activities. 

2.  Interacts  with  City  regulatory  analysts,  planning  staff  and  engineers  to  develop 
environmental  components  of  City  projects  and  developments. 

3.  Participates  in  negotiations  with  regulatory  agencies  and  local  interest  groups  to  identify  and 
explain  environmental  issues. 

4.  Interacts  with  local,  regional,  and  national  environmental  research  agencies  to  gather 
information  and  techniques  to  improve  the  integrity  of  existing  biological  programs. 

5.  Designs,  develops,  and  implements  studies  to  provide  information  that  will  satisfy  the  needs 
of  special  projects,  future  legislation,  and/or  current  environmental  concerns. 

6.  Analyzes  environmental  data  with  the  purpose  of  determining  the  effectiveness  of  existing 
monitoring  studies;  proposes  changes  to  existing  studies  as  necessary. 

7.  In  conjunction  with  the  Supervising  Biologist,  identifies  environmental  problems  associated 
with  facility  operations;  plans,  coordinates  and  conducts  special  studies  to  resolve  those 
problems  and  to  achieve  compliance  with  regulations. 

8.  Trains  biology  personnel  in  effective  field  sampling,  taxonomy,  and  toxicity  testing 
procedures. 


JOB  CODE  TITLE:  BIOLOGIST  III  JOB  CODE:  2484 

Business  Unit:  COMMN 

9.  Reviews  data  and  reports  to  determine  conformance  to  quality  assurance  objectives  and 
certification  requirements. 

10.  Applies  multivariate  statistical  analyses  to  environmental  data;  develops  alternative  data 
analysis  methods. 

1 1 .  Researches  literature  for  most  current  taxonomic  nomenclature;  coordinates  taxonomic 
consistency  among  staff;  prepares  technical  reports  and  papers  for  management  personnel, 
and  publication  in  scientific  journals. 

12.  Performs  related  duties  and  responsibilities  as  assigned. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  comprehensive  knowledge  of  theory  and  principles  of  marine,  fresh  water,  and 
terrestrial  ecology;  invertebrate,  fisheries,  wildlife  and/or  plankton  taxonomy;  acute  and  chronic 
toxicity  testing;  microbiology  and  parisitology  analysis  and  culturing  techniques;  scientific 
method  and  research  methodology;  quality  assurance  methodology;  and  statistical  methods  and 
analysis. 

Ability  to:  interpret  and  analyze  scientific  data;  design  and  develop  study  plans;  prepare  and 
write  technical  reports  (including  reports  for  publication);  interact  effectively  with  colleagues, 
supervisors,  clients  and  regulatory  personnel;  train  personnel  in  advanced  field  and  laboratory 
techniques;  coordinate  special  studies  and  projects;  and  train  subordinates  and  other  lab 
personnel. 

Skill  in:  applied  research  biology;  applied  statistics;  coordination  of  special  studies;  written  and 
oral  communication;  and  use  of  computerized  information  systems. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 


1.  Possession  of  baccalaureate  degree  from  an  accredited  college  or  university  with  a  major  in 
environmental  biology,  marine  biology,  aquatic  biology,  wildlife  biology,  fisheries  biology, 
limnology,  aquatic  toxicology'  microbiology,  biochemistry,  or  a  related  environmental 
science;    AND 

2.  Six  (6)  years  of  verifiable  environmental  experience  in  field  or  laboratory  biology. 

License  or  Certificate:  Possession  of  a  valid  driver's  license. 
Effective:         12/4/00 


DEC  2  1  2000 

CITY  AND  COUNTY  OF  SAN  FRANCISCO  g        FRANp|Qrn 

DEPARTMENT  OF  HUMAN  RESOURCES  Z*™  rnai^'oOU 

PUBLIC  LIBRARY 
JOB  CODE  TITLE:  SUPERVISING  BIOLOGIST  JOB  CODE:  2485 

Business  Unit:  COMMN 
DEFINITION: 

Under  general  direction,  supervises  biologists  and  technicians  performing  field  and  laboratory 
environmental  monitoring  studies  and  microbiological  analyses  of  water,  wastewater,  and  other 
materials;  directs  special  study  projects;  interacts  with  bureau  and  departmental  managers  to 
identify  and  provide  logistical  support;  performs  related  work  as  required. 

DISTINGUISHING  FEATURES: 

This  is  the  first  level  of  supervision  in  the  biologist  job  code  series.  Incumbents  plan,  assign, 
direct  and  evaluate  the  work  of  an  assigned  section  of  biologists  and  technicians  engaged  in  field 
and  laboratory  work.  The  Supervising  Biologist  is  responsible  for  long-range  planning  through 
the  budget  process;  to  develop,  direct  and  coordinate  interdisciplinary  environmental  biological 
monitoring  programs.  Incumbents  exercise  considerable  independent  judgment  and  initiative. 

SUPERVISION  EXERCISED: 

This  class  supervises  the  Biologist  I/II,  Biologist  III  and  the  Water  Quality  Technician  I/II  and  III 
series. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  2485  Supervising  Biologist  and  are  not  intended  to  be  an 
inclusive  list. 

1 .  Develops,  supervises,  reviews  and  evaluates  environmental  and  bacteriological  monitoring 
programs;  plans,  assigns,  directs,  and  evaluates  work  of  biologists,  technicians  and  special 
project  teams  performing  environmental  field  and  laboratory  studies. 

2.  Establishes  analytical  procedures,  sets  goals,  determines  priorities,  and  develops  work 
schedules. 

3.  Directs  the  training  of  staff;  reviews  and  evaluates  employee  performance;  and  recommends 
staffing  changes  to  meet  established  goals. 

4.  Participates  in  studies  conducted  by  regulatory  agencies,  consultants  or  professional  groups 
to  evaluate  existing  toxicology,  bacteriology  or  parisitology  analyses. 

5.  Evaluates  environmental  monitoring  data  to  determine  compliance  with  regulatory  agency 
standards. 

6.  Coordinates  the  planning  and  development  of  sample  collection  and  monitoring  programs, 
conferring  with  supervisors  of  other  sections  as  required. 

7.  Interprets  policies  and  procedures  to  employees  and  maintains  safe  working  conditions. 

8.  Prepares  periodic  and  special  reports  and  correspondence;  may  prepare  research  papers  for 
presentation  and  technical  conferences. 

9.  Assists  with  preparing  and  monitoring  the  annual  budget;  evaluates  environmental  services 
and  equipment  needs,  and  makes  purchasing  recommendations. 

10.  Confers  with  representatives  of  various  bureaus,  divisions,  departments  and  other  agencies 
concerning  the  activities  of  the  biology  section;  may  represent  the  department  in  meetings 
with  other  agencies  or  the  public. 

1 1 .  Performs  related  duties  and  responsibilities  as  assigned. 


JOB  CODE  TITLE:  SUPERVISING  BIOLOGIST  JOB  CODE:  2485 

Business  Unit:  COMMN 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  Theory  and  principles  of  marine,  fresh  water  and  terrestrial  ecology;  watershed 
management;  community  population  dynamics;  taxonomy;  microbiological  analyses  and 
techniques;  aquatic  toxicology;  and  field  sampling  techniques;  sources  of  information  related  to 
drinking  water  and  wastewater  environmental  issues;  methods  of  evaluating  the  impact  of 
discharges  on  receiving  waters;  sampling  program  design  and  techniques;  and  statistical 
analyses;  principles  of  drinking  water  and  wastewater  treatment;  supervisory  techniques 
including  planning,  scheduling,  training  and  budgetary  control  functions;  use  of  data  processing 
techniques  to  solve  plant  processing  problems. 

Ability  to:  plan,  assign,  direct,  review  and  evaluate  the  work  of  biologists;  select  employees  and 
train  staff;  communicate  effectively  with  representatives  of  other  bureaus,  divisions,  departments 
and  other  agencies;  prepare  clear,  complete  and  accurate  records  and  reports. 

Skill  in:    field  sampling  and  laboratory  techniques. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 


1 .  Possession  of  baccalaureate  degree  from  an  accredited  college  or  university  with  major 
work  in  biology,  marine  biology,  aquatic  biology,  environmental  biology,  fisheries  biology, 
limnology,  wildlife  biology,  aquatic  toxicology,  microbiology  or  related  environmental 
science;  AND 

2.  Eight  (8)  years  of  verifiable  experience  in  field  or  laboratory  biology,  one  (1)  year  of  which 
must  be  verifiable  experience  in  water  quality  or  wastewater  environmental  biology. 

License  or  Certificate:  Possession  of  a  valid  driver's  license. 

Effective:        12/4/00 


DOCUMENTS  DEPT. 
DEC  2  1  2000 

CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  SAN  FRANCISCO 

PUBLIC  LIBRARY 
JOB  CODE  TITLE:    CHEMIST  1/  CHEMIST  II  JOB  CODE:  2486 

Business  Unit:  COMMN 
DEFINITION: 

Assignments  within  this  code  vary  in  degree  of  complexity  and  responsibility.  Under  general 
supervision,  performs  analytical  tasks  and  professional  duties  to  evaluate  source  and  receiving 
waters  and  distribution/transmission  system  water  quality,  water  and  wastewater  plant  operations 
and  to  determine  compliance  with  state  regulations;  conducts  quantitative  and  qualitative 
chemical  analyses  using  a  variety  of  laboratory  instruments  and  wet  chemistry  techniques;  keeps 
detailed  and  accurate  analytical  records;  uses  a  laboratory  information  management  system  to 
track,  control  and  report  analytical  data  to  variety  of  water  quality  clients;  conforms  to  laboratory 
safe  practices;  assists  bureau  and  laboratory  personnel  as  necessary  to  achieve  the  goals  of  the 
department. 

DISTINGUISHING  FEATURES: 


The  assignments  within  this  professional  job  code  vary  in  degree  of  complexity  and 
responsibility  that  may  encompass  entry-level  through  the  fully  experienced  journey/ 
professional  level.  Incumbents  perform  at  increasingly  higher  levels  of  responsibility  with  a 
higher  degree  of  ability  and  initiative  as  experience  is  gained.  The  Chemist  I/II  works  under  the 
general  supervision  of  a  Supervising  Chemist  and  may  assist  the  Chemist  III  in  non-routine  work 
and  special  projects. 

SUPERVISION  EXERCISED: 


Positions  at  the  journey  level  do  not  supervise  other  professional  employees,  but  may  coordinate 
the  work  of  technical  personnel  (Water  Quality'  Technician  I/II  and  III). 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTD2S: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  2486  Chemist  I/Chemist  II  and  are  not  intended  to  be  an  inclusive 
list. 

1 .  Coordinates  and  performs  chemical  and  physical  analyses  of  water,  wastewater,  and  a  variety 
of  environmental  matrices  using  Environmental  Protection  Agency  (EPA)  approved 
methodology  to  determine  regulatory  compliance  with  state  agencies. 

2.  Coordinates  and  performs  chemical  and  physical  analysis  of  water,  wastewater,  and  solid 
matrices;  applies  EPA  and  appropriate  Standard  Methods  methodology  in  the  analysis  of 
water,  wastewater  and  environmental  matrices. 

3.  Coordinates  and  performs  quantitative  and  qualitative  organic  constituent  analysis  using 
approved  methods  of  ion  and  gas  chromatography  (GC)  and  gas  chromatography/mass 
spectrometry  (GC/MS). 

4.  Coordinates  and  performs  quantitative  and  qualitative  trace  element  analysis  using  approved 
methods  of  inductively  coupled  plasma  -  atomic  emission  spectroscopy  (ICP-AES)  and 
atomic  absorption  spectroscopy. 

5.  Maintains  detailed  and  accurate  instrumental  and  analytical  records;  prepares  updated  control 
charts  for  regularly  scheduled  water  and  wastewater  analyses. 


JOB  CODE  TITLE:    CHEMIST  1/ CHEMIST  II  JOB  CODE:  2486 

Business  Unit:  COMMN 

6.  Batches,  prepares,  analyzes,  and  reports  results  of  environmental  samples  using  a 
computerized  laboratory  information  management  system. 

7.  Interprets  and  summarizes  data  collected  from  analytical  instruments  and  wet  chemical 
analyses;  summarizes  quality  assurance  data  in  report  form;  prepares  oral  and  written  reports 
of  analytical  activities  for  management. 

8.  Troubleshoots  and  diagnoses  rudimentary  problems  with  laboratory  instruments  and 
equipment  and  takes  corrective  action;  performs  routine  maintenance  on  laboratory 
instruments  and  equipment. 

9.  Performs  related  duties  and  responsibilities  as  assigned. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  Quantitative  and  qualitative  techniques  of  analytical  chemistry;  principles  of 
organic  and  inorganic  chemistry;  principles  of  water  and  wastewater  analyses;  quality  assurance 
protocols  and  general  laboratory  safety. 

Ability  to:  interpret  analytical  data;  make  independent  data  quality  decisions;  prepare  written 
reports;  keep  accurate  and  detailed  records  of  analytical  activities;  follow  laboratory  and  bureau 
safety  practices. 

Skills  to:  independently  operate  analytical  instruments,  laboratory  equipment;  and  computerized 
information  systems. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 


Chemist  I 

Possession  of  baccalaureate  degree  from  an  accredited  college  or  university  with  a  major  in 
chemistry  or  closely  related  laboratory  science. 

Chemist  II 

1 .  Possession  of  baccalaureate  degree  from  an  accredited  college  or  university'  with  a  major  in 
chemistry  or  closely  related  laboratory  science;    AND 

2.  Two  years  of  verifiable  laboratory  experience  in  performing  analytical  chemistry. 

Chemist  I  and  II 

License  or  Certificate:  Possession  of  a  valid  driver's  license. 


Effective:         12/4/00 


UUUUMENTS  DEPT 
DEC  2  1  2000 

CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  SAN  FRANCISCO 

PUBLIC  LIBRARY 
JOB  CODE  TITLE:    CHEMIST  HI  JOB  CODE:  2487 

Business  Unit:  COMMN 
DEFINITION: 

Under  general  direction,  plans,  coordinates,  and  conducts  research  projects  related  to  the 
laboratory  analysis  of  water,  wastewater,  and  environment  matrices.  Develops  and  applies 
analytical  methods  to  identify  and  quantify  specific  components  in  water,  wastewater,  and 
environmental  matrices  using  sophisticated  analytical  instrumentation.  Works  independently  and 
in  conjunction  with  engineers  and  laboratory  personnel  to  resolve  water  quality  process  problems 
and  to  achieve  compliance  with  state  and  federal  regulations.  Trains  technical  and  professional 
personnel  in  instrumental  analysis  and  applications,  and  communicates  results  orally  and  in 
writing. 

DISTINGUISHING  FEATURES: 


Chemist  III  is  the  advanced  journey  level  of  this  job  code  series  and  is  distinguished  by  its  ability 
to  function  independently  with  little  direction.  Incumbents  function  as  the  lead  worker  and  are 
assigned  non-routine  work,  research  or  special  projects.  This  job  code  is  distinguished  from  the 
Chemist  II  which  primarily  performs  analysis  and  the  Supervising  Chemist  which  is  a 
supervisory  job  code.  Chemist  III  requires  comprehensive  knowledge  in  theory  and  principles  of 
analytical  chemistry  and  expertise  and  experience  in  extraction,  purification,  high  pressure  liquid 
chromatography  (HPLC),  gas  chromatography  (GC)  and  gas  chromatography/mass  spectrometry 
(GC/MS),  Atomic  Absorption,  and  inductively  coupled  plasma  -  atomic  emission  spectroscopy 
(ICP-AES)  instrumental  techniques. 

SUPERVISION  EXERCISED: 


Positions  at  this  level  do  not  supervise  other  professional  employees,  but  may  coordinate  the 
work  of  technical  personnel  (Water  Quality  Technician  I/II  and  III)  and  journey-level  staff 
(Chemist  I/II).  This  position  may  exercise  supervision  during  absence  of  Supervising  Chemist. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  2487  Chemist  III  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Plans,  coordinates,  and  conducts  laboratory  studies;  develops  and  performs  methods  in 
instrumental  analysis  of  diverse  environmental  matrices  for  determination  of  specific  organic 
and  inorganic  constituents. 

2.  Consults  with  Supervising  Chemist  and  develops  methods  to  resolve  problems  in  treatment 
processes  and  to  achieve  regulatory  compliance;  trains  laboratory  personnel  in  the  operation 
of  laboratory  instrumentation  and  application  of  developed  methods. 

3.  Utilizes  gas  chromatography,  mass  spectrometry,  and  high  performance  liquid 
chromatography  in  development  and  applications  of  methods;  utilizes  ICP-AES,  and 
inductively  coupled  plasma  -  mass  spectroscopy  (ICP/MS),  and  Atomic  Absorption 
spectroscopy  in  developing  method;  performs  diagnostic,  corrective,  and  preventative 
maintenance  on  complex  instruments;  evaluates  instrumental  capabilities  and  performance  in 
preparing  for  purchase  of  laboratory  instrumentation. 


JOB  CODE  TITLE:    CHEMIST  III  JOB  CODE:  2487 

Business  Unit:  COMMN 

4.  Researches  relevant  literature  for  most  current  technology  and  application  to  environmental 
analysis;  prepares  technical  reports  and  findings  for  water  quality  personnel,  clients  and 
constituents,  and  departmental  management  personnel;  prepares  technical  reports  and  papers 
for  publication  in  scientific  publications. 

5.  Handles  and  processes  data  from  instrumental  data  acquisition  systems;  uses  a  variety  of 
software  applications  to  facilitate  reporting  of  results. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  Theory  and  principles  of  organic  and/or  inorganic  chemistry;  analytical 
instrumentation;  scientific  method  and  research  methodology;  quality  assurance  methodology; 
statistical  methods  and  analysis;  handling  of  computerized  data  acquisition  systems;  and 
applications  of  automated  information  systems. 

Ability  to:  Apply  theory  and  principles  of  organic  and/or  inorganic  chemistry  to  research 
projects;  interpret  and  analyze  scientific  data;  develop  methodology  to  address  non-routine 
analytical  problems;  develop  and  apply  most  current  analytical  technology  to  environmental 
analyses;  write  technical  reports  for  water  quality  personnel  and  clients;  prepare  technical  reports 
for  publication;  interact  effectively  with  colleagues,  supervisors,  and  clients;  train  laboratory 
personnel  in  developed  methodology  and  instrumental  analysis;  make  recommendations  on 
purchase  of  laboratory  equipment  and  instrumentation;  and  operate  computerized  information 
systems. 

Skill  in:  oral  and  written  communication:  active  listening  and  giving  clear  and  concise  verbal 
presentations  and  preparing  laboratory  documentation,  reports,  notices  and  correspondence;  and 
use  of  computerized  information  systems. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 

1 .  Possession  of  baccalaureate  degree  from  an  accredited  college  or  university  with  a  major  in 
chemistry  or  closely  related  laboratory  science;  AND 

2.  Six  (6)  years  verifiable  laboratory  experience  in  instrumental  analysis,  methods 
development  and  applied  research  in  the  fields  of  organic  and  inorganic  chemistry. 

License  or  Certificate:  Possession  of  a  valid  driver's  license. 


Effective:         12/4/00 


CcC  2  1  2000 

CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  SAN  FRANCISCO 

PUBLIC  LIBRARY 
JOB  CODE  TITLE:    SUPERVISING  CHEMIST  JOB  CODE:  2488 

Business  Unit:  COMMN 
DEFINITION: 

Under  general  direction,  supervises  the  activities  of  chemists  and  technicians  in  the  chemical  and 
physical  analysis  of  water,  wastewater,  and  a  variety  of  environmental  matrices;  provides 
administrative  and  technical  support  for  chemists  and  laboratory  technicians  in  an  assigned  section; 
validates  the  analytical  data  reported  to  water  quality  clients  and  management;  consults  and 
coordinates  with  water  quality  clients  and  personnel  to  conduct  special  studies,  requests  for  analysis, 
and  projects  related  to  compliance  monitoring  and  treatment  process  control;  coordinates,  develops  and 
implements  plans  and  quality  assurance  activities  in  the  laboratory. 

DISTINGUISHING  FEATURES: 


This  is  the  first  level  of  supervision  in  the  Chemist  job  code  series.  Incumbents  plan,  assign,  direct  and 
evaluate  the  work  of  an  assigned  section  of  chemists  and  technicians  and  are  responsible  for  the  overall 
work  product  of  an  assigned  section  of  laboratory  professional  and  technicians.  This  code  is 
distinguished  from  the  Chemist  III  which  is  non-supervisory,  research-oriented  code  and  Laboratory 
Manager  which  is  responsible  for  the  performance  of  all  activities  of  an  assigned  laboratory  including 
budget  controls,  personnel  and  contract  development. 

SUPERVISION  EXERCISED: 


This  class  supervises  the  Chemist  I/II,  Chemist  III  and  the  Water  Quality  Technician  I/II  and  III  series. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the 
range  of  duties  assigned  to  2488  Supervising  Chemist  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Assigns  and  evaluates  the  work  of  chemists  and  technicians  in  the  deliver)'  of  water  quality 
analytical  services  for  an  assigned  section;  prepares  performance  appraisals  and  develops  work 
plans  for  assigned  staff;  takes  corrective  action  to  resolve  deficiencies. 

2.  Provides  training  and  orientation  on  laboratory  procedures,  bureau  policy  and  laboratory  safely; 
arranges  for  the  technical  training  and  professional  development  of  the  group. 

3.  Develops  a  work  plan  for  an  assigned  section;  schedules  and  establishes  timelines  for  goals  and 
objectives  in  the  work  plan;  and  evaluates  group's  performance  measures  and  adherence  to  work 
plan  schedules  and/or  applicable  City  policies. 

4.  Directs,  implements,  and  monitors  a  laboratory  quality  assurance  program;  reviews  and  validates 
analytical  data  reported  to  water  quality  management,  clients,  and  personnel;  assures  that  validated 
data  meets  acceptance  and  reporting  criteria  as  set  forth  by  the  quality  assurance  plan  and 
regulatory  agencies. 

5.  Implements  approved  analytical  procedures;  writes  standard  operating  procedures  for  the  work  of 
the  group. 

6.  Consults  with  water  quality  clients  regarding  the  delivery  of  analytical  services;  organizes  and 
directs  the  delivery  of  analytical  services;  answers  technical  questions  regarding  reported  data; 
implements  modification  where  appropriate;  may  represent  the  bureau  and  laboratory  in  meetings 
with  other  water  quality  jurisdictions  which  coordinate  regional  monitoring  activities. 

7.  Coordinates  the  planning  and  development  of  sample  collection  and  monitoring  procedures. 


JOB  CODE  TITLE:    SUPERVISING  CHEMIST  JOB  CODE:  2488 

Business  Unit:  COMMN 

8.  Prepares  budget  requests  and  recommends  major  purchases  for  section;  participates  in  development 
of  bureau  and  laboratory  policies  and  procedures;  develops  and  submits  policies  and  procedures  to 
group  for  review  and  comment. 

9.  Performs  related  duties  and  responsibilities  as  assigned. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  Theory  and  principles  of  water,  wastewater  treatment;  chemistry;  organic  and 
inorganic  chemistry;  principles  of  analytical  chemistry;  standard  and  Environmental  Protection  Agency 
(EPA)  approved  methods  of  chemical  and  physical  analysis  of  water  and  wastewater;  principles  of 
quality  assurance;  laboratory  safety;  bureau  and  laboratory  policies  and  procedures;  automated 
information  management  systems;  Occupational  Safety  and  Health  Administration  (OSHA)  laboratory 
guidelines;  compliance  criteria  established  by  regulatory  agencies. 

Ability  to:  Supervise  and  direct  the  work  of  others;  produce  analytical  results  in  a  timely  manner; 
maintain  working  relationships  with  water  quality  clients,  bureau  personnel,  vendors,  consultants  and 
others  in  the  organization  involved  in  the  delivery  of  services;  interpret  data  and  communicate  results; 
draft  written  communications  to  management,  vendors,  and  water  quality  clients;  prepare  budgetary 
requests;  take  corrective  personnel  actions. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 


1 .  Possession  of  baccalaureate  degree  from  an  accredited  college  or  university  with  a  major  in 
chemistry  or  closely  related  laboratory  science;  AND 

2.  Eight  years  (8)  of  verifiable  laboratory  experience  in  analytical  chemistry  of  which  must  include 
two  (2)  years  experience  in  a  water  quality  or  wastewater  laboratory. 

License  or  Certificate:  Possession  valid  driver's  license.  Possession  of  a  Grade  IV  California  Water 
Environment  Agency  (CWEA)  Laboratory  Technologist  certificate  is  desirable. 

Effective:         12/4/00 
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DOCUMENTS  DEPT 
DEC  2  1 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  SAN  FRANCISCO 

PUBLIC  LIBRARY 
JOB  CODE  TITLE:  LABORATORY  SERVICES  MANAGER  JOB  CODE:  2489 

Business  Unit:  COMMN 

DEFINITION: 

Under  general  direction,  responsible  for  planning,  organizing  and  managing  multiple  functional 
laboratories  and  related  field  testing  operations;  supervises  subordinate  laboratory  professional 
and  technical  personnel;  provides  administrative  and  technical  support  for  laboratory  personnel; 
oversees  the  validation  of  analytical  data  reported  to  management  and  clients;  oversees  the 
coordination  of  special  studies  and  requests  for  analyses;  performs  related  work  as  required. 

DISTINGUISHING  FEATURES: 


This  is  the  first  level  of  management  in  the  laboratory  series.  Incumbents  plan,  assign,  direct  and 
evaluate  the  work  of  professionals  and  technicians  engaged  in  field  and  laboratory  work;  and  are 
responsible  for  the  overall  work  product  of  multiple  functional  laboratories.  This  job  is 
distinguished  from  the  Supervisor  level  in  each  of  the  specialties  by  its  overall  responsibility  for 
the  performance  of  multiple  functional  laboratories.  The  Laboratory  Director  is  distinguished 
from  this  position  by  its  long-range  planning  through  the  budget  process  and  responsibility  for  all 
multiple  functional  laboratories  and  administrative  support  staff. 

SUPERVISION  EXERCISED: 


This  class  supervises  the  Biologist/Chemist  I/II,  Biologist/Chemist  III,  Supervising 
Biologist/Chemist,  Water  Quality  Technician  I/II  and  Water  Quality  Technician  III  series. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of  duties 
assigned  to  2489  Supervisor  of  Laboratories,  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Plans,  organizes  and  directs  multiple  functional  laboratories;  develops  a  work  plan  for 
each  functional  laboratory;  schedules  and  establishes  timelines;  recommends  staffing 
changes  to  meet  established  goals. 

2.  Evaluates  laboratory  performance  measures  and  adherence  to  work  plan  schedules; 
develops  and  improves  laboratory  methods;  reviews  and  evaluates  performance  of 
supervisors  and  advanced  journey-  level  staff. 

3.  Supervises  the  evaluation  of  various  laboratory  processes  and  recommends  changes  as 
required. 

4.  Reviews  and  implements  various  legal  requirements  and  permits  relating  to  the 
performance  of  laboratories;  reviews  effectiveness  of  laboratory  equipment,  instruments 
and  monitoring  equipment 

5.  Oversees  the  planning  and  development  of  sample  collection  and  monitoring  programs 
and  the  evaluation  of  environmental  monitoring  data  to  determine  compliance  with 
regulatory  agency  standards. 

6.  Participates  in  studies  conducted  by  regulatory  agencies,  consultants  or  professional 
groups  to  evaluate  laboratory  techniques. 

7.  Prepares  special  reports  and  correspondence. 


JOB  CODE  TITLE:  LABORATORY  SERVICES  MANAGER  JOB  CODE:  2489 

Business  Unit:  COMMN 

8.  Confers  with  representatives  of  various  bureaus,  divisions,  departments,  and  other  agencies 
concerning  environmental  monitoring  activities;  directs  the  delivery  of  services;  answers 
technical  questions  regarding  reported  data;  may  represent  the  bureau  in  meetings  with  other 
water  quality  jurisdictions,  agencies  or  the  public. 

9.  Prepares  budget  requests  and  recommends  major  purchases  for  laboratory;  participates  in 
development  of  bureau  and  laboratory  policies  and  procedures. 

1 0.  Performs  related  duties  as  needed  or  assigned. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  Theory  and  principles  of  microbiological,  chemical  and  physical  characteristics 
of  potable  water,  wastewater  and  related  effluents;  general  chemical  qualitative  and  quantitative 
analysis;  microorganisms,  organic  and  organic  pollutants  of  water  and  wastewater;  methods, 
procedures  and  legal  requirements  of  collection,  treatment  and  disposal  of  wastewater  or  the 
impounding,  treatment  and  distribution  of  drinking  water;  modem  laboratory  equipment  and  its 
effective  utilization;  sources  of  information  on  water,  wastewater  and  industrial  waste  control 
and  disposal;  supervisory  techniques  including  personnel  management,  planning,  scheduling, 
training  and  budgetary  control  functions;  automated  information  management  systems; 
compliance  criteria  established  by  regulatory  agencies;  laboratory  safety  and  Occupational 
Safety  and  Health  Administration  (OSHA)  guidelines,  quality'  assurance  and  control. 

Ability  to:  Supervise  and  direct  the  work  of  others;  produce  analytical  results  in  a  timely 
manner;  evaluate  laboratory  tests;  maintain  working  relationships  with  clients,  other  bureaus, 
vendors,  consultants;  interpret  data  and  communicate  results;  submit  written  communications  to 
management,  outside  agencies,  clients  and  vendors;  procure  equipment  and  supplies;prepare 
budgetary  requests;  and  take  corrective  personnel  actions. 

Skill  in:  oral  and  written  communication;  active  listening;  giving  clear  and  concise  verbal 
presentations;  preparing  laboratory  documentation,  reports,  notices  and  correspondence;  and  use 
of  computerized  information  systems. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 

1.  Possession  of  baccalaureate  degree  from  an  accredited  college  or  university'  with  a  major 
in  chemistry,  biology,  microbiology,  chemical  engineering,  environmental  engineering  or 
a  closely  related  field;  AND 

2.  Six  (6)  years  of  verifiable  laboratory  experience  involving  the  chemical  and 
microbiological  analysis  of  water  or  wastewater,  which  must  include  three  (3)  years' 
supervisory  experience. 

License  or  Certificate:  Possession  of  valid  driver's  license. 

Effective:         12/4/00 


SAN  FRANCISCO  CIVIL-  SERVICE  COMMISSION 

CLASS  TITLE:   PUBLIC  HEALTH  CLINICAL  TOXICOLOGIST  CODE:   2490 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  manages  and  executes  the 
program  and  objectives  of  the  toxicology  laboratory:  assumes  responsibi- 
lity for  planning,  directing  and  coordinating  the  work  of  the  laboratory: 
performs  and  trains  others  to  perform  difficult  and  important  chemical 
analyses  of  substances  submitted  for  examination  by  authorized  agencies; 
and  performs  related  duties  as  reguired. 

DISTINGUISHING  FEATURES: 

This  classification  is  used  in  this  series  exclusively  in  a 
supervisory/administrative  capacity.   The  incumbent  in  this 
classification  reports  to  the  Director  of  Public  Health  Toxicology 
Laboratories  and  is  responsible  for  supervising  the  professional  and 
technical  staff  of  the  toxicology  laboratory  and  for  assisting  the 
Director  in  overall  laboratory  management  through  budget  preparation, 
staffing  recommendations,  and  operational  management  of  the  toxicology 
laboratory. 

EXAMPLES  OF  DUTIES: 

1.  As  head  of  the  toxicology  laboratory,  assumes  responsibility  for 
its  professional  competence  and  for  the  validity  of  its  analyses;  reviews 
and  approves  reports  of  subordinates. 

2.  Contacts  users  of  the  toxicology  laboratory's  services  and 
ascertains  their  needs  for  services  and  the  extent  to  which  these  needs 
are  being  met:  develops  and  recommends  programs  to  provide  the  services 
requested,  including  determining  the  requirements  for  personnel, 
equipment  and  other  resources  and  budgetary  needs:  recommends  priorities 
and  implements  approved  programs. 

3.  Supervises  all  work  performed  in  the  toxicology  laboratory: 
assigns  duties  to  and  inspects  work  of  subordinates;  interprets  rules, 
regulations,  and  policies  and  explains  them  to  subordinates:  makes 
decisions  on  samples  to  be  accepted  for  examination  or  analysis  and 
selects  tests  to  be  performed  on  samples. 

4.  Keeps  informed  of  developments  in  equipment,  methods  and 
procedures  for  handling  current  and  anticipated  workload  and  recommends 
changes  that  appear  to  be  desirable;  implements  approved  changes  in 
equipment  methods  and  procedures:  trains  or  arranges  for  training  of 
personnel  in  use  of  new  equipment,  methods,  and  procedures;  appraises 
qualifications  of  toxicology  laboratory  staff  in  relation  to  current  and 
anticipated  workload,  determines  needs  that  can  be  met  by  training,  and 
arranges  for  staff  training. 

5.  Serves  as  a  technical  supervisor  under  the  provisions  of 
Medicare;  insures  that  all  activities  are  performed  in  conformance  with 
State  and  Federal  laws,  rules,  regulations  and  policies;  interviews, 
evaluates,  and  selects  candidates  for  employment. 

6.  Provides  technical  consultation  to  physicians  and  other  officials 
of  health  agencies,  hospitals,  police  departments,  the  California  Highway 
Patrol  and  other  organizations  using  the  toxicology  laboratory's 
services:  prepares  and  delivers  scientific  papers  and  lectures:  prepares 
or  supervises  the  preparation  of  records  and  reports  on  all  samples 
submitted  for  examination  and  analysis;  prepares  the  laboratory's  annual 
report  and  other  administrative  reports,  as  needed  or  as  directed; 
appears  in  court  as  a  witness  and  testifies  as  to  laboratory  findings. 


CLASS  TITLE:  PUBLIC  HEALTH  CLINICAL  TOX1COLOGIST  CODE:  2490 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  master's  degree 
and  at  least  four  years  of  post-baccalaureate,  professional  experience  in 
toxicological .  chemical  laboratory  work,  which  includes  one  year  of 
directed  study  in  procedures  and  principles,  development,  modification  or 
evaluation  of  complex  methods  applicable  to  diagnostic  laboratory  work 
and  at  least  two  years  in  a  supervisory  or  administrative  capacity:  OR 
completion  of  a  doctorate  degree  and  at  least  four  years  of  post- 
baccalaureate,  professional  experience  in  toxicological  chemical 
laboratory  work,  including  at  least  two  years  in  a  supervisory  or 
administrative  capacity. 

Requires  at  least  one  year  of  training  in  toxicology  or  clinical 
chemistry  in  a  clinical  laboratory  acceptable  to  the  California  State 
Department  of  Health  Services. 

Knowledge.  Abilities,  and  Skills:   Requires  a   comprehensive 
knowledge  of  general,  inorganic,  and  analytical  chemistry,  and  laboratory 
procedures  as  they  apply  to  the  examination  and  analysis  of  foods,  drugs, 
waters,  toxicological  specimens,  and  industrial  hygiene:  methods  of 
microanalysis,  including  the  manipulation  of  instruments  used  in  various 
types  of  measurement,  such  as  the  spectrophotometer,  chromatograph.  and 
other  current  methodologies. 

Requires  the  managerial  and  administrative  skills  necessary  to  direct 
the  efforts  of  subordinate  professionals  toward  meeting  the  assigned 
laboratory  goals  and  objectives:  interpret  the  results  of  laboratory 
examinations  or  analyses:  testify  as  a  witness  in  court;  prepare  clear 
and  concise  reports:  deal  effectively  with  representatives  of  government 
jurisdictions  and  the  general  public. 

License:   Requires  licensure  by  the  California  State  Department  of 
Health  Services  as  a  Clinical  Laboratory  Toxicologist  or  Clinical 
Chemist.   Once  appointed,  incumbents  will  be  expected  to  acquire  and 
maintain  a  license  as  a  Forensic  Alcohol  Supervisor,  issued  by  the 
California  Department  of  Health  Services. 

ADOPTED:      2-25-85 


#027SB 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   DIRECTOR,  PUBLIC  HEALTH  LABORATORIES  CODE:   2492 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  is  responsible  for  the  overall  planning,  direction 
and  coordination  of  the  Public  Health  Microbiology  and  Chemical  Laboratories;  evalu- 
ates the  performance  of  and  consults  with  the  laboratory  chiefs  on  administrative, 
technical  or  public  health  problems;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   Serving  as  resource  and  technical  consultant  to 
local  physicians,  clinical  and  hospital  laboratory  personnel  and  health  department 
staff;  coordinating  the  work  of  the  laboratories  with  officers  and  employees  of 
other  divisions,  outside  agencies,  and  the  general  public. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns,  and  reviews  the  operations  of  the  bacteriological  and 
chemical  laboratories;  develops,  improves  and  coordinates  laboratory  methods  and 
procedures. 

2.  Serves  as  resource  and  technical  consultant  to  physicians,  clinical  and 
hospital  personnel  regarding  the  interpretation  of  laboratory  test  results. 

3.  Directs  the  preparation  of  administrative  and  technical  reports  for  publi- 
cation: directs  the  maintenance  of  records  in  accordance  with  the  requirement  of 
laws  and  regulations. 

4.  Determines  capital  and  equipment  needs  and  changes  in  maintenance  and 
operation  budget;  establishes  and  maintains  a  supply  inventory  system. 

5.  Participates  in  setting  policies  and  program  planning  for  the  department: 
directs  the  personnel  training  program. 

6.  Appears  before  interested  community  groups  on  matters  relating  to  public 
health  laboratory  services. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  possession  of  a  Ph.  D.  degree  in  microbiology, 
chemistry,  or  a  related  specialty. 

Requires  three  years  of  increasingly  responsible  public  health  laboratory  experi- 
ence at  the  supervisory  or  administrative  level;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge.  Abilities  and  Skills:   Requires  a  comprehensive  knowledge  of:   Public 
health  and  medical  laboratory  microbiology  with  particular  reference  to  bacteri- 
ology, virology,  and  epidemiology  as  applied  to  public  health;  organic,  inorganic, 
analytical  and  biological  chemistry;  causes,  means  of  transmission,  control  and 
prevention  of  communicable  and  infectious  diseases. 

Requires  ability  and  skills  to:   Plan  and  coordinate  staff  activities:  originate 
and  develop  new  procedures  in  solving  difficult  and  unusual  laboratory  problems  in 
microbiology  and  chemistry;  evaluate  and  interpret  results  of  technical  and  research 
studies. 

PROMOTIVE  LINES: 

To  :  2889  Assistant  Director  of 

Public  Health,  Public  Health  Programs 

From:   2466  Chief  Microbiologist 

2490  Chief  Public  Health  Chemist 


Adopted:   4/1/74 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

DOCUMENTS  DEPT. 
CLASS  TITLE:     ASSOCIATE  RADIOLOGIC  TECHNOLOGIST  n         CODE:      2493 

MAY  J.81S09 
CHARACTERISTICS  OF  THE  CLASS: 

SAN    FR£Njg**£> 

Under  immediate  supervision,  performs  routine^'Padfograpnic  procedures  to 
assist  medical  personnel  in  diagnosis  of  diseases  and  injuries;  maintains 
radiograph  records  of  X-rays  taken;  assists  radiologists  in  administering 
opaque  media;  practices  sterile  techniques  and  prevents  cross-contamination; 
and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  the  entry  level  in  the  Radiologic  Technologist  series.  The 
Associate  Radiologic  Technologist  is  distinguished  from  the  next  higher  level 
class  of  Staff  Radiologic  Technologist  in  that  positions  at  this  level  perform 
only  routine  radiographic  exams  under  immediate  supervision  while  positions  in 
the  latter  class  perform  complex  and  specialized  radiographic  exams  as  well  as 
routine  exams  and  may  be  required  to  be  on  call.   Incumbents  will  normally 
advance  to  the  journey  level  Staff  Radiologist  Technologist  upon  successful 
completion  of  six  months  of  experience  within  this  class. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Performs  routine  diagnostic  radiologic  and  fluouroscopy  exams  using 
fixed  and  portable  x-ray  equipment;  applies  appropriate  coning  shielding  and 
positioning  techniques  in  accordance  with  prescribed  safety  and  patient 
comfort  standards,  and  departmental,  hospital  and  regulatory  agency  policies 
and  procedures. 

2.  Labels  film  with  proper  patient  and  technologist  identifications; 
maintains  routine  records  and  reports  of  exams  for  subsequent  diagnostic  and 
reference  purposes. 

3.  Maintains  equipment  and  radiographic  rooms  in  clean  and  working  order. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qua  I  if i cat  ions. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge,  Abilities  and  Skills:  A  good  working  knowledge  of  radiographic 
techniques  and  related  procedures. 

Ability  to  effectively  follow  oral  and  written  instructions  in 
radiographic  and  f louoroscopic  procedures;  effectively  interact  with 
physicians,  surgeons,  co-workers  and  patients;  and  to  adhere  to  preventive  and 
safety  standards  to  limit  exposure  to  accidents,  health  hazards  and 
disagreeable  elements. 

License:  Current  permanent  license  issued  by  State  of  California  as  a 
Certified  Radiologic  Technologist.  Registration  with  the  American  Registry  of 
Radiologic  Technologists  is  desirable. 

ADOPTED:   5/1/89 
#4078c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

DOCUMENTS  DEFT. 
CLASS  TITLE:      STAFF  RADIOLOGIC  TECHNOLOGIST  loon  CODE:      2494 

MAY  J.  8  1989 

CHARACTERISTICS  OF  THE  CLASS: 

SAN    FKANCis»CO 

Plittl   (C    '    ipKA«v 

Under  supervision,  performs  routine,  complex  ana  special i zed  radiographic 
procedures  to  assist  physicians  in  the  diagnosis  of  diseases  and  injuries; 
maintains  radiograph  records;  assists  radiologists  in  administering  opaque 
media;  practices  sterile  techniques  and  prevents  cross-contamination  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  the  journey  level  in  the  Radiologic  Technologist  series.  The 
Staff  Radiologic  Technologist  is  distinguished  from  the  lower  level  Associate 
Radiologic  Technologist  in  that  the  latter  performs  only  routine  radiographic 
exams  under  immediate  supervision,  whereas  the  former  performs  complex, 
specialized  radiographic  exams  as  well  as  routine  radiographic  exams,  and  may 
be  required  to  work  on  call.   It  is  distinguished  from  the  higher  level  Senior 
Radiologic  Technologist  in  that  the  latter  is  utilized  as  a  lead  technologist 
or  functional  supervisor  of  a  specialized  area  of  radiographic  examination. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Interprets  patients'  histories;  determines  appropriateness  of  exams 
ordered,  and  as  necessary  consults  with  Radiologists. 

2.  Performs  routine,  complex  and  specialized  radiologic  and  f louoroscopic 
exams  using  sophisticated  fixed  and  portable  x-ray  equipment,  which  may 
involve  needle  and/or  tube  placements  to  assist  in  locating  tumors  and  lesions 
in  all  parts  of  the  body,  or  trauma  radigraphy  on  severely  injured  and  ill 
patients;  radiographs  surgical  specimens;  applies  appropriate  coning, 
shielding  and  positioning  techniques  in  accordance  with  prescribed  safety  and 
patient  comfort  standards,  and  departmental,  hospital  and  regulatory  agency 
policies  and  procedures. 

3.  Sets  up  trays  and  equipment  using  sterile  procedures  to  prevent 
cross-contam  i  nat  i  on . 

4.  Documents  and  completes  legal  and  financial  requirements  related  to 
the  performance  of  radiologic  examinations;  labels  film  with  proper  patient 
and  technologist  identifications;  maintains  routine  and  confidential  records 
and  reports  of  exams  for  subsequent  diagnostic  and  reference  purposes. 

5.  Assists  radiologists  in  performing  special  studies  and  administering 
opaque  media. 

6.  Participates  in  teaching  radiologic  technologist  students  in 
accordance  with  departmental  policies  and  procedures. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qua  I  if i cat  ions. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 


CLASS  TITLE:   STAFF  RADIOLOGIC  TECHNOLOGIST  CODE:   2494 

QUALIFICATIONS:   (Cont.) 

Know I  edge ,  Ab  i I i  t  i  es  and  Sk  ills:  A  good  working  knowledge  of  radiographic 
techniques  and  of  sophisticated  radiographic  equipment. 

Ability  to  effectively  follow  oral  and  written  instructions  and 
radiographic  procedures;  efficiently  care  for  patients'  needs;  effectively 
interact  with  physicians,  surgeons,  co-workers  and  patients;  exercise  good 
judgement,  and  to  adhere  to  preventive  and  safety  standards  to  limit  exposure 
to  accidents,  health  hazards  and  disagreeable  elements. 

License:  Current  permanent  license  issued  by  the  State  of  California  as  a 
Certified  Technologist  and  current  registration  with  the  American  Registry  of 
Radiologic  Technologists. 

ADOPTED:   5/1/89 
#4079c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

DOCUMENTS  DEPT\ 
CLASS  TITLE:      SENIOR  RADIOLOGIC  TECHNOLOGIST  %nan  CODE:      2495 

MAY  I  8  1989 

CHARACTERISTICS  OF  THE  CLASS: 

SAN    J-KMIMWIiawO 

Under  general  supervision,  serves  as  lead  technologist  and  technical 
supervisor  of  radiologic  technologists  and  ancillary  personnel  in  a 
specialized  area  within  Radiology;  performs  difficult,  complex  and  specialized 
radiologic  procedures  and  performs  other  duties  as  required. 

DISTINGUISHING  FEATURES: 

Positions  within  this  class  serve  as  lead  technologists  and  supervise  the 
technical  work  of  a  staff  of  radiologic  technologists  and  ancillary  personnel 
in  an  assigned  specialized  area  with  responsibility  for  expediting  work  flow 
and  providing  technical  assistance  to  assigned  staff.  The  Senior  Radiologic 
Technologist  class  is  distinguished  from  the  lower  level  Staff  Radiologic 
Technologist  in  that  incumbents  serve  as  "charge"  technologists  in  the  absence 
of  a  Radiologic  Technologist  Supervisor.   It  is  distinguished  from  Radiologic 
Technologist  Supervisor  in  that  incumbents  in  the  latter  class  have 
supervisory  responsibility  for  all  radiologic  technologists  and  ancillary 
personnel  in  an  assigned  shift. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Prioritizes  and  schedules  patients. 

2.  Performs  difficult,  complex  and  specialized  radiographic  work  in 
positioning  patients,  making  exposures  and  developing  films;  takes  portable 
radiographs  in  surgery  and  intensive  care,  maintains  records  of  radiographs 
taken. 

3.  Provides  technical  supervision  for  radiologic  technologists  and 
ancillary  personnel  in  an  assigned  area  of  specialized  procedures  such  as  the 
Computer  Temography  Scanner  or  Magnetic  Resonance  Imaging;  prepares  work 
schedules;  assigns  cases  to  technologists  based  on  technologists'  ability  and 
experience;  orients  new  technologists  to  departmental  routines  and  techniques; 
assists  assigned  staff  with  difficult  techniques  and  positioning  problems. 

4.  Requisitions  x-ray  films,  equipment,  supplies  and  chemicals  to 
replenish  stocks  on  hand  as  necessary;  acts  as  liaison  with  field  service 
engineer  to  effect  necessary  repairs. 

5.  Assists  in  teaching  radiologic  technologist  students,  and  in  teaching 
new  procedures  and  the  operation  of  new  equipment  to  staff. 

6.  Serves  as  "charge"  Technologist  in  the  absence  of  the  Radiologic 
Technologist  Supervisor  and  assumes  responsibility  for  maintaining  adequate 
emergency  coverage  in  the  Radiology  Department;  accepts  responsibility  for 
on-call  assignments  when  staff  technologist  is  unavailable. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qua  I  if i cat  ions. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 


CLASS  TITLE:   SENIOR  RADIOLOGIC  TECHNOLOGIST  CODE:   2495 

QUALIFICATIONS:   (Cont.) 

Know  I  edge ,  Ab  i I i  t  i  es  and  Sk  ills:  A  thorough  theoretical  and  working 
knowledge  of  the  techniques  of  radiography  and  related  procedures. 

Ability  to  follow  oral  and  written  instructions  and  radiographic 
procedures;  plan,  organize,  assign,  supervise  and  inspect  the  work  of  assigned 
staff. 

License:  Current  permanent  license  issued  by  the  State  of  California  as  a 
Certified  Radiologic  Technologist  and  current  registration  with  the  American 
Registry  of  Radiologic  Technologists. 

ADOPTED:   5/1/89 
#4080c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

DOCUMENTS  DEPT. 
CLASS  TITLE:   RADIOLOGIC  TECHNOLOGIST  SUPERVISOR  CODE:   2496 

f/.AY  181989 

CHARACTERISTICS  OF  THE  CLASS: 

SAN    FRANCISCO 

Under  direction  manages  a  large  staff  of  radiologic  technologists  and 
ancillary  personnel  within  an  assigned  shift  in  a  large  radiology  department 
or  the  entire  staff  of  a  small  radiology  department;  performs  highly 
specialized  radiographic  studies;  ensures  adherence  to  quality  control 
standards;  and  performs  other  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  the  full  supervisory  level  in  the  Radiologic  Technologist  series. 
It  is  distinguished  from  the  lower  level  Senior  Radiologic  Technologist  in 
that  the  latter  is  utilized  as  a  lead  technologist  for  staff  assigned  to  a 
specialized  area,  while  the  former  assumes  responsibility  for  managing  a  small 
radiology  department  or  for  supervising  all  staff  within  an  assigned  shift. 
It  is  distinguished  from  the  higher  level  Director,  Radiology,  in  that  the 
Director  assumes  broad  responsibility  for  all  technical  and  administrative 
activities  of  a  large,  technically  complex  hospital  radiology  department. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Recruits,  hires  and  assigns  technical  and  non-technical  personnel; 
reviews  and  evaluates  staff  performance;  counsels  staff  as  necessary  to 
improve  performance. 

2.  Performs  difficult  and  very  specialized  radiographic  examinations. 

3.  Directs  and  participates  in  in-service  training  in  new  procedures  and 
in  the  use  of  new  equipment;  participates  in  the  formulation  and  direction  of 
the  student  internship  program. 

4.  Establishes,  applies  and  maintains  quality  assurance  policies  and 
procedures  to  provide  quality  technical  radiographic  services  such  as 
maintaining  the  integrity  of  film  quality  and  chemicals  in  accordance  with 
departmental,  hospital  and  regulatory  agency  standards;  participates  in 
quality  assurance  research,  data  collection  and  report  writing;  makes 
recommendations  as  appropriate. 

5.  Researches  equipment  and  service  needs  with  vendors  for  selection  of 
new  products  and/or  equipment;  recommends  and/or  participates  in  the  selection 
of  new  medical  and  non-medical  equipment  for  the  department;  assists  with  site 
preparation  and  installation  of  new  equipment;  maintains  stock  levels  of  all 
materials  and  supplies  used  in  Radiology;  assists  with  computer  system 
maintenance  including  trouble-shooting  to  minimize  computer  down-time;  updates 
current  system  as  necessary. 

6.  Prepares  a  variety  of  reports,  documents,  payroll  records,  and 
statistical  surveys;  participates  in  budget  development  and  maintenance. 

7.  May  represent  the  department  regarding  technical  aspects  of  the 
department's  operation  at  administrative  conferences;  studies  and  evaluates 
technical  and  administrative  systems  and  makes  recommensat i ons  for 
improvements. 


CLASS  TITLE:   RADIOLOGIC  TECHNOLOGIST  SUPERVISOR  CODE:   2496 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qua  I  if i cat  ions. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Comprehensive  theoretical  and  working 
knowledge  of  the  techniques  of  radiographs  and  related  procedures;  the 
organization  and  operation  of  a  large,  technically  complex  hospital  radiology 
department;  instruction  and  training  techniques. 

Ability  and  skill  to  effectively  issue  and  carry  out  oral  and  written 
instructions  and  radiographic  procedures;  plan,  organize,  assign,  supervise 
and  inspect  the  work  of  subordinates;  organize,  conduct  and  evaluate 
educational  and  in-service  programs. 

License:  Current  permanent  license  issued  by  the  State  of  California  as  a 
Certified  Radiologic  Technologist  and  current  registration  with  the  American 
Registry  of  Radiologic  Technologists. 

ADOPTED:  5/1/89 
#4081 c 


SAN  FRANCISCO  CIVIL  SERV ^ gjflgfjg^ 
CLASS  TITLE:      D I  RECTOR ,    RAD  I OLOGY  MAY  1  8 1989  C0DE:      2498 

CHARACTERISTICS  OF  THE  CLASS:  SaN  FRANCl4iCo 

PUBLIC   MBHARv 

Under  general  direction  of  an  Assistant  Administrator  and  in  coordination 
with  the  Medical  Director,  Radiology,  directs  diagnostic  and  support  services 
and  programs  of  a  large,  technically  complex  hospital  radiology  department; 
prepares  the  annual  departmental  budget;  directs  the  work  of  subordinate 
personnel;  formulates  and  revises  clinical  and  administrative  policies  and 
procedures;  implements  and  monitors  the  acquisition  of  equipment  and  supplies 
and  awarding  of  contracts  for  goods  and  services;  prepares  complex  records, 
reports  and  studies;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Classification  2498  Director,  Radiology  is  distinguished  from  that  of  the 
Medical  Director,  Radiology  in  that  the  Medical  Director  has  responsibility 
for  medical  matters,  and  oversees  medical  training  and  research  activities, 
while  the  Director  is  responsible  for  all  technical  and  administrative 
activities,  including  budget,  department  expenditures,  contracts,  personnel, 
equipment  acquisitions/site  installations,  computer  operations,  professional 
fee  billing  and  patient  fee  schedules  and  billing.   It  is  distinguished  from 
the  lower  level  2496  Radiologic  Technologist  Supervisor  in  that  the  latter 
assumes  supervising  responsibility  for  technologists  and  ancillary  staff  on  an 
assigned  shift. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  des  riptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Directs  and  coordinates  all  diagnostic  and  support  services  and 
programs  of  the  radiology  department,  including  radiologic,  fluoroscopic, 
ultrasound,  magnetic  resonance  imaging,  special  procedures,  CT  scanning 
activities,  film  library,  patient  report  generation,  transcription  services, 
radiation  protections,  and  training  programs;  develops  goals  and  objectives 
for  the  department;  analyzes  operational  problems,  develops  and  implements 
effective  solutions. 

2.  Consults  with  the  Medical  Director,  Radiology  on  administrative  and 
technical  matters  affecting  the  medical  implications  of  service  delivery. 

3.  Develops,  implements,  and  monitors  the  annual  departmental  budget  for 
personnel,  equipment,  supplies  and  services;  develops  fee  schedules  and 
monitors  patient  billing  and  professional  fee  account. 

4.  Supervises  the  recruitment,  selection  and  evaluation  of  professional, 
technical  and  support  personnel  directly  and  through  subordinate  supervisory 
staff;  supervises  the  development  of  performance  objectives  for  subordinate 
personnel  and  monitors  performance  against  such  objectives;  assesses 
in-service  education  needs;  develops,  implements  and  monitors  effective 
training  programs. 

5.  Develops,  implements  and  evaluates  departmental  clinical  and 
administrative  policies  and  procedures  in  compliance  with  hospital  standards, 
applicable  Federal,  State,  local  laws  and  regulations,  Joint  Commission  on 
Accreditation  of  Hospitals  and  Title  22  requirements;  monitors  departmental 
quality  assurance  program;  participates  in  quality  assurance  reviews. 


CLASS  TITLE:   DIRECTOR,  RADIOLOGY  CODE:   2498 

1 

EXAMPLES  OF  DUTIES:   (Cont.) 

6.  Develops  resources,  negotiates  contract  provisions,  and  monitors  the 
acquisition  of  medical  and  non-medical  equipment  and  supplies  and  awarding  of 
contracts  for  goods  and  services;  assists  in  feasibility  analyses  and 
development  of  specifications  for  the  purchase  of  new  and  replacement 
equipment;  negotiates  and  monitors  service  contracts  and  leases. 

7.  Participates  in  administrative  conferences  and  committees;  coordinates 
departmental  administrative  activities  with  Hospital  Administration,  other 
hospital  departments,  external  agencies  and  the  community. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qua  I  if i cat  ions. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Know  I  edge ,  Ab  i I i  t  i  es  and  Sk  i 1 1 s :  Thorough  knowledge  of:  principles  of 
current  hospital  administration  and  management  including  knowledge  of 
practices  regarding  patient  care  services,  budget  administration,  personnel 
management  and  procurement  of  equipment  and  supplies;  applicable  Federal, 
State  and  local  laws  and  regulations,  including  Joint  Commission  on 
Accreditation  of  Hospitals  and  Title  22  of  the  California  Administrative 
Code.  Knowledge  of  computerized  radiology  programs. 

Ability  to:   identify  and  analyze  management  problems  and  develop  and  f 

implement  effective  solutions;  formulate  and  revise  departmental  policies  and 
procedures;  effectively  communicate  orally  and  in  writing;  prepare  complex 
records,  reports  and  studies. 

Skill  in:  directing  the  technical  and  administrative  support  activities 
of  the  department;  functioning  as  liaison  between  medical  and  non-medical 
staff  and  hospital  departments;  delegating  and  directing  the  work  of 
subordinate  personnel;  analyzing  management  and  statistical  data. 

ADOPTED:   5/1/89 
#4082c 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

2502  TECHNICAL  INSTRUCTIONAL  ASSISTANT,  ATHLETIC  TRAINER 

DEFINITION:  Under  direction  in  the  Physical  Education  Department  of  the  San  Francisco 
Community  College  District,  the  Athletic  Trainer  is  responsible  for  a  program  of  prevention, 
recognition,  immediate  care  and  rehabilitation  of  athletic  injuries,  and  the  department's  health  and 
safety  services. 

DISTINGUISHING  FEATURES:  The  Athletic  Trainer  functions  as  a  member  of  an 
instructional/coaching  group,  and  performs  journey-level  professional  duties  related  to  preventive  and 
rehabilitative  care  of  athletic  injuries.  The  incumbent  works  under  the  medical  direction  of  a  licensed 
physician  and/or  dentist,  and  is  distinguished  from  a  medical  doctor  in  that  only  therapeutic 
recommendations  are  given  and  only  first  aid  is  administered  to  injuries. 

SUPERVISION  EXERCISED:  Supervises  and  directs  the  work  of  student  trainers. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as  a  restriction  on 
the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9) 

1 .  Plans,  implements  and  maintains  a  health  and  safety  services  program  in  consultation  with  athletic 
administrators,  instructors,  and  health  care  professionals;  ensures  adherence  to  health  and  safety 
services  program  policies  and  procedures;  evaluates  and  recommends  methods  for  athletic  injury 
prevention  and  care. 

2.  Advises  students  and  instructors  on  current  methods  of  athletic  injury  prevention;  attends  campus 
activities  and  athletic  contests;  applies  appropriate  preventive  equipment  to  athletes;  administers 
first  aid  as  needed. 

3.  In  consultation  with  the  team  physician,  makes  recommendations  for  various  types  of 
rehabilitative  therapy  and  participates  in  the  design  of  athletes'  rehabilitation  programs;  acts  as 
liaison  between  athletic  directors,  team  doctors  and  athletes  regarding  injuries. 

4.  Oversees  the  operation  of  the  training  room;  supervises  student  and  faculty  use  of  the  training 
room  and  ensures  that  activities  comply  with  health  and  safety  services  program  standards. 

5.  Supervises,  assigns,  coordinates  and  evaluates  the  work  of  student  trainers;  trains  and  updates 
student  trainers  on  the  proper  use  of  equipment  and  maintenance  of  the  training  room;  ensures 
adequate  staffing  for  the  operation  of  the  training  room  and  implementation  of  the  health  and 
safety  services  program. 

6.  Maintains  various  records  related  to  student  athletic  activities,  injuries,  preventive  measures,  and 
care  as  required  by  college  policy;  makes  arrangements  for  physical  examinations  required  prior  to 
participation  in  athletic  activities;  completes  insurance  forms,  medical  forms  and  other  documents 
related  to  athletic  activities,  injuries,  and  accidents,  and  follows  up  as  required. 


2502  Technical  Instructional  Assistant,  Athletic  Trainer 


7.  Maintains  inventory  of  first  aid/health  aid  items,  preventive  equipment  and  devices,  and  other 
supplies;  evaluates  and  recommends  procurement  of  equipment  and  devices;  prepares  and  submits 
requisitions  and  recommends  departmental  budgetary  items. 

8.  Meets  regularly  with  department  chairperson,  athletic  directors  and/or  team  doctors  on  budget, 
facility  and  scheduling  matters,  and  other  health  and  safety  service  issues;  attends  meetings, 
workshops  and  conferences  to  maintain  and  enhance  professional  knowledge  and  skills. 


DESIRABLE  QUALIFICATIONS: 

Knowledge  of:  the  goals  and  objectives  of  a  collegiate  athletic  program;  the  prevention,  evaluation, 
immediate  care  and  rehabilitation  of  athletic  injuries;  current  athletic  training  methods  and  practices; 
human  anatomy  and  physiology;  exercise  physiology;  kinesiology/biomechanics;  nutrition;  personal 
and  community  health;  first  aid  and  emergency  care;  and  instructional  methods 

Ability  to:  manage  the  operation  of  a  training  room  and  an  athletic  training  program;  counsel  and 
instruct  student  athletes  on  prevention,  evaluation,  care,  and  rehabilitation  of  athletic  injuries; 
supervise,  train  and  evaluate  the  work  of  student  trainers;  exercise  independent  judgement;  work 
collaboratively  with  team  doctors,  instructional  staff,  faculty  and  athletic  administrators;  develop  and 
maintain  effective  public  relations 

Skill  to:  maintain  and  use  preventative  equipment  and  devices;  administer  first  aid  and  CPR;  maintain 
records  related  to  an  athletic  training  program 

EXPERIENCE  AND  TRAINING  GUIDELINES:  Any  combination  equivalent  to  experience  and 
training  that  would  provide  the  required  knowledge,  skills  and  abilities  would  be  qualifying.  A  typical 
way  to  obtain  the  knowledge,  skills  and  abilities  would  be: 

Education:  completion  of  a  baccalaureate  degree  from  an  accredited  four-year  college  or  university 

Experience:  two  years  working  in  an  athletic  injury  and  care  situation 

Certification:  requires  current  certification  from  the  National  Athletic  Trainers  Association  as  a 
Certified  Athletic  Trainer;  current  First  Aid  certification;  current  CPR  certification 

This  class  is  exempt  under  the  provisions  of  Charter  Section  1 0. 1 04  (1 0). 

EFFECTIVE  DATE:      3/7/97 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   INHALATION  THERAPIST  CODE:   2^01* 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  and  as  prescribed  by  the  medical  staff, 
administers  inhalation  therapy  to  patients;  operates  and  transports 
inhalation  therapy  and  related  equipment;  instructs  ward  personnel  in 
equipment  operation,  and  performs  related  duties  as  required. 

Requires  responsibility  for:  following  instructions  relating  to 
the  application  of  inhalation  therapy  equipment  and  for  demonstrating 
and  explaining  its  use  to  ward  personnel;  continuous  personal  contact 
with  patients  and  visitors;  maintaining  records  of  equipment  and 
supplies  in  use.   Nature  of  work  involves  frequent  exposure  to 
unpleasant  factors  inherent  in  nursing  service  and  patient  care. 

EXAMPLES  OF  DUTIES: 

1.  As  prescribed  by  medical  staff,  administers  inhalation  therapy 
to  patients;  uses  a  variety  of  apparatus,  including,  but  not  limited 
to,  oxygen  tents,  nasal  catheters,  masks  or  canulas,  intermittent 
positive  pressure  breathing  apparatus,  exsuff lators,  respirators 

and  cuirrass  ventilators. 

2.  Transports  prescribed  inhalation  therapy  equipment  to 
patients'  bedside;  sets  up  and  starts  apparatus;  confers  with  ward 
personnel  giving  instructions  in  equipment  operation  and  adjustment. 

3.  Checks  patients  undergoing  inhalation  therapy,  reporting 
condition  of  patient  to  medical  or  nursing  staff  as  directed;  observes 
patients'  rate  and  force  of  exchange  and  adjusts  equipment  accordingly; 
when  indicated,  informs  and  instructs  patients  in  use  of  equipment. 

U.  Maintains  and  makes  routine  repairs  to  equipment;  cleans, 
sterilizes  equipment  after  use;  keeps  simple  records  on  equipment  in 
use;  records  gases,  chemicals  or  other  supplies  used  and  maintains 
inventory  of  supplies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  sup- 
plemented by  two  years  of  experience  in  a  hospital  in  a  positing  involving 
patient  care  and  completion  of  a  course  of  training  in  the  operation  of 
inhalation  therapy  equipment. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
the  principles  and  application  of  inhalation  therapy  equipment,  gases  and 
chemicals  used  in  hospital  patient  care;  some  knowledge  of-  physiology-, 
particularly  that  pertaining  to  lung  and  heart  functions.  Requires  the 
ability  to:   administer  a  variety  of  inhalation  therapy  equipment;  under- 
standing and  carrying  out  important  instructions  from  medical  staff;  deal 
effectively  with  patients  undergoing  inhalation  therapy;  instruct  ward 
personnel  in  the  use  and  adjustment  of  various  items  of  inhalation  therapy 
equipment. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion. 

From:  Original  entrance  examination 
ADOPTED :   6/2/66 


CLASS  TITLE:   CENTRAL  SUPPLY  ROOM  AIDE  CODE:   2^06 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  performs  a  variety  of  routine  duties 
in  the  central  supply  room  of  a  hospital  in  the  preparation,  recon- 
ditioning, storing  and  issuing  of  equipment,  instruments,  supplies  and 
materials;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods 
and  procedures  relating  to  central  supply  work;  preventing  minor  losses 
through  proper  handling  of  equipment,  materials  and  supplies;  making  contacts 
with  other  employees;  keeping  simple  records  of  items  serviced,  stored 
or  issued.  Nature  of  duties  requires:   some  physical  effort  and 
dexterity  in  the  use  of  fingers  and  hands  with  some  exposure  to 
abrasions,  cuts  or  bruises;  occasional  exposure  to  somewhat  disagree- 
able working  conditions  in  handling,  cleaning,  reconditioning  and 
sterilizing  numerous  items. 

EXAMPLES  OF  DUTIES: 

1.  Reconditions,  stores  and  issues  instruments,  bandages  and 
specialized  equipment  for  use  throughout  hospital,  as  requisitioned. 

2.  Washes  and  sterilizes  water  bottle  seals,  wangensteen  sets; 
inspects  and  services  stedman  machines,  air  compressors,  hot  plates, 
mistogen  sets,  croupette  sets,  oxygen  tanks,  bed  scales  and  other 
equipment. 

3.  Cleans  and  sharpens  hypodermic  needles  and  luers  and  prepares 
them  for  sterilization. 

h.     Wraps,  marks  and  dates  dressings  for  autoclave;  marks  and 
stores  supplies  when  returned  from  sterilizer. 

5>.  Receives  and  issues  nursing  equipment  and  supplies  as 
requested  from  various  wards. 

6.  May  perform  other  related  duties  in  the  central  supply  room 
or  the  various  ward  locations  as  required  or  directed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  one  year  of  general  hospital  central 
supply  room  experience,  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  working  knowledge  and 
understanding  of  the  methods,  procedures  and  purposes  of  recondition- 
ing, servicing  and  sterilizing  a  wide  variety  of  items. 

Requires  ability  and  skill  to  work  well  with  others  performing 
similar  duties  and  to  perform  work  carefully  and  accurately. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:  Orderly 


CLASS  TITLE:   CENTRAL  SUPPLY  ROOM  ASSISTANT  SUPERVISOR     CODE:   2^08 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  directing  the  work  of  a 
hospital  central  supply  room,  including  all  personnel  and  activities; 
personally  participates  in  performing  the  work  of  central  supply  room 
aides;  relieves  the  central  supply  room  supervisor  when  necessary; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  explaining 
established  methods  and  procedures  relating  to  central  supply  room  work; 
achieving  moderate  economies  and/or  preventing  moderate  losses  through 
enforcing  efficient  and  accurate  work  methods  in  servicing  instruments, 
equipment,  materials  and  supplies;  making  routine  contacts  with  employees: 
keeping  simple  routine  records  indicating  time  consumed,  work  done  and 
inventories  on  hand.  Work  involves  sustained  physical  effort  such  as 
standing,  walking  and  occasional  lifting,  with  some  exposure  to  minor 
injuries  such  as  abrasions,  cuts  and  burns  and  to  some  disagreeable 
elements  inherent  in  the  reconditioning  and  servicing  of  hospital 
equipment,  instruments,  materials  and  supplies. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  administration  and  operation  of  the  central 
supply  room;  assigns  work  to  subordinates;  instructs  and  inspects  work 
to  assure  correct  procedures  and  quality. 

2.  Receives,  processes  and  issues  materials,  supplies  and  equip- 
ment used  on  all  wards  throughout  a  hospital. 

3.  Checks,  cleans,  marks,  dates,  wraps  and  prepares  luers  and 
needles  used  in  the  treatment  of  patients;  sterilizes  luers  in  electric 
oven  and  wraps  for  sterilization  by  autoclave. 

I4.  Checks,  cleans,  repairs  and  assembles  various  units  of  nursing 
equipment  such  as  under-water  seal  trays,  wangensteen  suctions, 
phlebotomy  sets,  proctoscopes,  bennett  valves,  suction  trays,  stedman 
pumps,  air  compressors,  oxygen  tents,  etc. 

5.  Counts,  marks,  dates  and  wraps  surgical  dressings;  prepares 
for  sterilization  in  autoclave;  folds  and  prepares  packing  of  various 
sizes  for  sterilization,  also  bandages,  stockinettes,  wadding,  burn 
dressings,  tonsil  sponges,  etc. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  an  accredited 
school  of  nursing. 

Requires  one  year  of  professional  hospital  nursing  experience, 
preferably  including  some  central  supply  room  duties;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  working  knowledge 
and  understanding  of  the  importance  of  performing  accurate  work  to 
close  tolerances  and  to  insure  neatness,  cleanliness  and  complete 
sterilization  of  hospital  central  supplies. 

Requires  skill  and  ability  to  supervise  and  instruct  a  number  of 
subordinate  employees  in  detailed  methods  and  procedures. 


CLASS  TITLE:   CENTRAL  SUPPLY  ROOM  ASSISTANT  SUPERVISOR     CODE:   2^08 
(continued) 

License:  Requires  possession  of  a  valid  certificate  as  a  registered 
nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:  Central  Supply  Room  Supervisor 

From:  Registered  Nurse 


CLASS  TITLE:   CENTRAL  SUPPLY  ROOM  SUPERVISOR  CODE:   2^10 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assumes  responsibility  for  the  activities  and 
personnel  of  a  hospital  central  supply  room;  organizes,  assigns  and 
personally  participates  in  the  various  aspects  of  the  work;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  existing  policies  and  methods  relating  to  central  supply 
room  work;  achieving  moderate  economies  and/or  preventing  moderate 
losses  through  efficient  supervision  and  enforcement  of  careful 
handling  and  servicing  of  instruments,  materials,  equipment  and 
supplies;  making  contacts  with  other  departments  and  employees; 
gathering,  preparing  and  maintaining  ordinary  operating  records  of 
time,  work  performance  and  inventory  of  stocks  on  hand.  Nature  of 
duties  requires  sustained  physical  effort  involving  continuous  light 
work,  standing  and  walking,  with  occasional  exposure  to  minor  injuries 
such  as  abrasions,  cuts  and  burns  and  some  disagreeable  elements 
inherent  in  the  reconditioning  and  service  of  hospital  equipment, 
instruments,  materials  and  supplies. 

EXAMPLES  OF  DUTIES: 

1.  Has  complete  responsibility  for  the  personnel  and  operations 

of  a  hospital  central  supply  room  including  the  sterilization,  receiving, 
issuing  and  delivering  of  all  nursing  supplies,  dressings  and  equipment 
to  the  various  hospital  wards,  as  required. 

2.  Directs  the  work  of  an  assistant  supervisor  and  several 
central  supply  room  aides  and  is  responsible  for  their  training, 
assignment  and  accuracy  and  quality  of  work;  interprets  departmental 
rules  and  regulations  and  policies  to  employees;  prepares  requirements 
and  procedures  for  various  types  of  work  carried  on. 

3.  Meets  with  representatives  of  vendors,  purchasing  agents  and 
employees  regarding  specific  requirements  for  particular  items; 
discusses  merits  of  price  vs.  quality;  interviews  salesmen  regarding 
new  and  improved  equipment,  supplies,  etc. 

It.  Maintains  a  program  of  employee  instruction  and  information 
regarding  new  supplies,  materials  and  equipment  in  an  effort  to  improve 
the  services  of  the  central  supply  room;  conducts  work  inspections  to 
determine  that  prescribed  standards  of  workmanship,  sterilization, 
etc.  are  being  followed  and  achieved. 

5.   Takes  periodic  inventories  of  all  surgical  dressings,  supplies, 
instruments  and  equipment;  prepares  requisitions  for  replenishment  of 
items  in  connection  with  preparation  of  annual  budgetary  requirements. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  accredited 
school  of  nursing. 

Requires  two  years  of  progressively  responsible  professional 
hospital  nursing  experience,  preferably  including  some  central  supply 
room  duties;  or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   CENTRAL  SUPPLY  ROOM  SUPERVISOR  CODE:   2^10 

(continued) 

Knowledge.,  Abilities  and  Skills:  Requires  thorough  working 
knowledge  of  the  varied  activities  in  the  central  supply  room,  involv- 
ing specific  details  required  in  servicing  medical,,  surgical  and 
nursing  equipment,  instruments,  materials  and  supplies. 

Requires  skill  and  ability  to:  supervise  and  instruct  a  number 
of  subordinate  employees  in  detailed  methods  and  procedures  relating 
to  the  work;  emphasize  the  importance  of  performing  accurate  work  to 
close  tolerances;  enforce  neatness,  cleanliness  and  complete  steril- 
ization of  completed  items. 

License:  Requires  possession  of  a  valid  certificate  as  a 
registered  nurse  issued  by  the  state  board  of  nursing  examiners. 

PROMOTIVE  LINES: 

To:   Supervising  Nurse 

From:  Central  Supply  Room  Assistant  Supervisor 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(Amends  and  Retitles:  Class  2!?LU  Orthopedic  Technician) 

CLASS  TITLE:   ORTHOPEDIC  TECHNICIAN  I  CODE:  25 lU 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  variety  of  duties  in  a  hospital  in  assisting 
in  the  application  and  removal  of  regular  casts  and  other  orthopedic  attachments; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:  Carrying  out  existing  procedures  relating  to 
the  application  and  removal  of  casts  and  other  orthopedic  attachments;  making 
regular  contacts  with  patients  in  adjusting  and  applying  casts;  keeping  routine 
records  and  reports;  work  requires  considerable  physical  effort  and  manual  dex- 
terity for  lifting  patients  and  manipulating  plaster  casts  and  materials;  in- 
volves exposure  to  somewhat  disagreeable  work  conditions. 

EXAMPLES  OF  DUTIES: 

1„   Applies  and  removes  regular  plaster  casts  in  the  cast  room,  orthopedic 
wards  or  clinics  according  to  specific  instructions  of  attending  physician; 
applies  and  adjusts  bandages,  splints  and  related  materials;  removes  whole  and 
broken  casts. 

2.  Makes  and  prepares  crutches  and  pylons  for  amputees;  may  order  crutches, 
canes  and  other  supplies;  prepares  canvas  covers,  Bradford  frames,  Stryker  frames 
and  Foster  bed  covers;  answers  calls  from  doctors  for  overhead  frames  and/or 
attachments;  issues  crutches  and  canes;  demonstrates  attachments  and  equipment  to 
fitted  patients;  sets  up  exercise  frames  for  special  patient  needs. 

3.  Assists  in  maintaining  records  of  cast  room  supplies  and  in  keeping  the 
cast  room  stocked;  maintains  cast  room  in  a  clean  and  orderly  condition;  maintains 
cast  room  equipment  in  a  workable  condition. 

lu   Keeps  records  of  work  performed  and  patients  treated. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:  Requires  completion  of  high  school,  supplemented 
by  one  year  of  experience  in  performing  the  duties  of  an  Orthopedic  Technician  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  working  knowledge  of:  Various 
types  of  casts,  crutches,  canes  and  other  orthopedic  equipment;  their  principal 
uses  and  how  they  are  applied  and  removed. 

Requires  ability  and  skill  to:  Follow  oral  and  written  instructions  accu- 
rately; keep  simple  records,  be  cooperative  with  other  employees  and  superiors. 

PROMOTIVE  LINES: 

To   :   Orthopedic  Technician  II 

From:   Orderly 

Original  entrance  examination 

ADOPTED:  March  11,  1968 


• 


1 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS:  Abolishes  2£lli  Orthopedic  Technician) 

CLASS  TITLE:  ORTHOPEDIC  TECHNICIAN  II  CODE:  2£l5 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  variety  of  duties  in  a  hospital  in  the 
application,  removal  and  adjustment  of  regular  and  specialized  casts,  traction 
apparatus  and  other  orthopedic  attachments;  may  exercise  work  direction  over  other 
Orthopedic  Technicians  and/or  instructs  students  in  the  application  and  removal  of 
casts  and  the  use  of  traction  equipment;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  Carrying  out  and  explaining  existing  methods 
and  procedures  relating  to  the  aoplication  and  removal  of  casts  and  the  use  of 
special  traction  equipment  and  other  orthopedic  attachments;  making  regular  con- 
tacts with  patients  in  the  cast  room  or  in  the  orthopedic  wards;  maintaining 
records  of  orthopedic  supplies  and  equipment  and  records  of  patients  treated. 
Work  requires  considerable  physical  effort  and  manual  dexterity  in  lifting 
patients  and  manipulating  a  plaster  cast  and  materials;  involves  exposure  to 
somewhat  disagreeable  working  conditions. 

This  class  differs  from  Orthopedic  Technician  I  in  the  responsibility  for 
working  with  the  more  difficult  cast  cases,  including  full  body  casts,  hip  frac- 
tures and  traumatic  fractures  and  in  work  direction  and  instruction  of  students. 

EXAMPLES  OF  DUTIES: 

1.  Applies  and  removes  a  variety  of  regular  and  specialized  casts  in  the 
cast  room  or  on  orthopedic  wards  in  accordance  with  physician's  specific  instruc- 
tions; applies,  adjusts  and  removes  complete  body  casts,  casts  for  traumatic 
fracture  cases  and  hip  fractures;  adjusts  traction  apparatus;  may  improvise  sub- 
stitute devices  when  standard  devices  are  not  suitable  or  not  available;  responds 
to  calls  from  surgery  to  assist  physicians  in  the  application  and  removal  of  casts. 

2.  Maintains  a  wide  variety  of  supplies  in  the  cast  room;  including  such 
items  as  plaster  of  paris,  anesthetics,  arm  and  leg  slings,  sheet  wadding,  webril 
and  stockinette  bandages,  various  types  of  splints,  needles,  pin  cutters,  different 
sizes  of  pins,  cast  cutters,  crutch  tips,  sandbag  weights  and  other  necessary  equip- 
ment; places  orders  when  supplies  in  stock  are  low;  maintains  necessary  records  in 
conjunction  with  ordering  of  supplies  and  equipment. 

3.  Makes  and  prepares  crutches,  pylons   '"or  amputees,  prepares  canvas  covers, 
Bradford  frames,  Stryker  frames  and  Foster  bed  covers;  answers  calls  from  doctors 
for  overhead  frames  and  orthopedic  attachments;  sets  up  anesthetic  for  injection 

by  physician;  issues  crutches  and  canes;  adjusts  and  modifias  crutches  and  canes 
when  required  by  patient's  size  or  condition;  demonstrates  attachments  and  equip- 
ment to  fitted  patients;  sets  up  exercise  frames  for  special  patient  needs. 

k»       May  exercise  work  direction  over  Orthopedic  Technician  I  and/or  in- 
structs students  in  the  application  and  changing  of  casts  and  the  use  of  traction 
equipment. 

5.   Maintains  records  on  the  number  of  patients  treated  in  the  cast  room  and 
the  orthopedic  clinic;  keeps  timeroll  records  for  Orthopedic  Technicians  assigned 
to  the  cast  room  and/or  clinic. 


CLASS  TITLE:  ORTHOPEDIC  TECHNICIAN  II  -  continued  CODE:  2£l£ 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience :  Requires  completion  of  four  years  of  high  school 
supplemented  by  two  years  of  experience  in  performing  the  duties  of  an  Orthopedic 
Technician,  as  described  above;  or  an  equivalent  combination  of  training  and  ex- 
perience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
Various  types  of  casts,  crutches,  specialized  traction,  and  other  orthopedic  equip- 
ment; their  principal  uses;  how  they  are  applied  and  removed. 

Requires  considerable  ability  and  skill  to:  Follow  oral,  and  written  in- 
structions accurately;  gives  instruction  and  work  direction;  maintain  records  and 
reports;  get  along  well  with  superiors  and  co-workers. 

PROMOTIVE  LINES: 

To  :   No  normal  lines  of  promotion 

From:   Orthopedic  Technician  I 
ADOPTED:  March  11,  1968 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   JAIL  MEDICAL  TECHNICIAN  CODE:   2517 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  interprets  and  implements  Jail  Medical 
Services  procedures  and  medical  protocol/standing  orders;  performs 
routine  medical  duties:  charts,  records  and  documents  all  medical  duties 
performed  and  patient  interactions;  counsels,  advises  and  instructs 
patients:  makes  triage  decisions  and  advises  the  Sheriff's  Department 
Staff  of  patients'  special  housing  or  hospitalization  needs;  responds  to 
emergency  medical  and  psychiatric  situations;  refers  patients  to  Jail 
Psychiatric  Services,  and  performs  related  duties  as  reguired. 

DISTINGUISHING  FEATURES: 

Positions  in  this  classification  perform  routine  medical  duties  under 
the  supervision  of  a  Registered  Nurse  and  within  the  protocol  established 
by  the  Medical  Director.   The  classification  differs  from  that  of  2312 
Licensed  Vocational  Nurse  in  that,  this  classification  is  assigned  only 
to  Jail  Medical  Services  while  Licensed  Vocational  Nurses  are  assigned  to 
other  health  care  situations. 

EXAMPLES  OF  DUTIES: 

1.  Interprets  and  follows  written  Jail  Medical  Services  procedures  and 
medical  protocol/standing  orders:  consults  with  supervisor  and/or 
physician  on  call  regarding  any  questions  or  needs  not  addressed  by 
protocol . 

2.  Performs  routine  medical  duties,  such  as:   making  medical  rounds; 
assisting  the  physician;  making  sick  calls;  performing  initial  physical 
assessments  or  intake  screenings;  checking  alcoholic  detox  locations  and 
isolation  cells;  may  also  distribute  medications  and  supplies  following 
either  doctor's  orders  or  standing  orders. 

3.  Charts,  records  or  documents  all  medical  duties  performed  and  patient 
interactions,  including  assessments  and  treatments. 

4.  Counsels,  advises  and  instructs  patients  regarding  general 
preventative  health  measures  and  specific  prescribed  therapies. 

5.  Makes  triage  decisions  and  advises  the  staff  of  the  Sheriff's 
Department  of  the  special  housing  or  hospitalization  needs  and  follows  up 
to  insure  that  these  needs  are  met;  coordinates  patient's  medical  needs 
and  health  management  within  the  structure  of  the  correctional 
environment . 

6.  Responds  to  emergency  medical  and  psychiatric  situations  involving 
inmates  and  provides  basic  assessment,  life  support,  protocol  directed 
treatment  and  triage  as  necessary. 

7.  Refers  patients  to  Jail  Psychiatric  Services  when  patients  are 
assessed  to  be  suicidal,  thought  disordered  or  have  a  history  of  recent 
psychiatric  treatment. 


CLASS  TITLE:   JAIL  MEDICAL  TECHNICIAN  CODE:   2bl7 

MINIMUM  QUALIFICATIONS:  g 

Training  and  Experience:   Requires  at  least  one  year  of 
verifiable  work  experience  providing  direct  patient  care  in  a  jail. 

Knowledge.  Abilities  and  Skills:   Requires  knowledge  of:   levels 
and  states  of  health  and  illness  and  practical  response:  basic 
pharmacological  principles;  interpretations  of  written  Jail  Medical 
Services'  procedures,  medical  protocol  or  standing  orders. 

Requires  ability  to:   assess  patients  and  investigate  their 
medical  complaints:  interpret  and  follow  Jail  Medical  Services' 
procedures,  medical  protocol  or  standing  orders;  prepare  clear, 
concise  medical  notes  and  records;  recognize  psychiatrical ly  needy 
patients . 

Requires  oral  communication  skills,  especially  as  necessary  to 
communicate  with  incarcerated  patients  within  a  forensic  environment. 

License  or  Certification:   Requires  either  possession  of  a  valid 
California  Vocational  Nurse  license  or  possession  of  Certificate  of 
Completion  of  at  least  300  hours  of  Paramedic  Training  indicating 
completion  of  an  Emergency  Medical  Technician  1  (EMT  I)  program. 

Note :   As  a  condition  of  continued  employment,  employees  may  be 
required  to  pass  examinations  on  specialized  subject  matter. 

ADOPTED:   1-1^-85 

tt0046b 


CIVIL  SERVICE  COMMISSION  OF  SAN  FRANCISCO 
CLASS  TITLES   CORONER'S  AMBULANCE  DRIVER  CODE:   2518 

CHARACTERISTICS  OF  THE  CLASS:  (Revised  5/16/62) 

Under  general  supervision,  operates  an  ambulance  for  the 
coroner's  department;  services  and  maintains  assigned  vehicles; 
assists  in  coroner's  field  investigations;  cleans  morgue  and  labora- 
tories; and  performs  related  duties  as  required. 

Requires  responsibility  for:   making  frequent.,  field  contacts 
with  emotionally  disturbed  relatives  and  friends  of  deceased  persons. 
Nature  of  duties  involves  continuous  exposure  to  disagreeable  work 
situations  and  unpleasant  surroundings. 

EXAMPLES  OF  DUTIES: 

1.  Operates  morgue  ambulance  to  and  from  the  scene  of  a  death; 
assists  a  deputy  coroner  in  locating  witnesses  and  examining  the 
body; assists  in  the  removal  of  the  body;  cleans  the  surrounding  area 
in  cases  of  violent  deaths;  obtains  post  mortem  fingerprints  in  the 
morgue. 

2.  Cleans,  waxes  and  services  ambulance  and  other  coroner's 
vehicles  and  inspects  for  needed  repairs;  cleans  morgue  and 
laboratories, 

3.  As  assigned  for  training  purposes  and  during  short  term 
reliefs,  serves  as  deputy  coroner  in  the  investigation  of  circum- 
stances relating  to  a  death,  examining  deceased  persons  and  the 
immediate  vicinity  for  pertinent  information  and  preparing  required 
reports. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  two  years  of  applicable  experience  in 
a  coroner's  department  or  private  funeral  parlor  in  handling  and 
preparing  deceased  remains;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  general  working 
knowledge  of  the  various  aspects  of  the  operation  of  a  coroner's 
department. 

Requires  skill  and  ability  to:   enter  on  scenes  of  death  and 
handle  deceased  human  remains  under  various  adverse  conditions; 
maintain  a  neat,  orderly  appearance;  deal  diplomatically  with  persons 
emotionally  disturbed  by  events  of  death;  effectively  participate  in 
conducting  field  investigations  and  interviews. 

License:   Requires  possession  of:  a  valid  state  chauffeur's 
license;  a  current  valid  embalmer's  license,  issued  by  the  Board  of 
Funeral  Directors  and  Embalmers  of  the  State. 

PROMOTIVE  LINES; 

To:     Deputy  Coroner 

From:    Original  Entrance  Examination 


* 


CLASS  TITLE:  MORGUE  ATTENDANT  CODE:   2520 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  transfers  remains  of  deceased  persons  to  autopsy 
room  and  prepares  bodies  for  post-mortem  examinations;  prepares  and 
releases  bodies  to  morticians  after  examinations;  keeps  morgue  and 
autopsy  room  and  equipment  in  clean  and  orderly  condition;  and  performs 
related  duties  as  required. 

Requires  responsibility  for  carrying  out  established  procedures 
and  methods  in  handling,  transporting  and  preparing  deceased  persons  for 
post-mortem  examinations  and  for  release  to  mortuary  subsequent  to 
examination.  Nature  of  work  involves  considerable  physical  effort  and 
manual  dexterity  with  considerable  exposure  to  disagreeable  working 
conditions. 

EXAMPLES  OF  DUTIES: 

1.  Brings  bodies  of  deceased  persons  from  ward  to  morgue;  wraps 
bodies  in  sheets  and  places  in  refrigerated  compartment;  checks 
storage  box  for  proper  temperature  and  anatomical  position  and  proper 
identification  of  body. 

2.  Prepares  bodies  for  post-mortem  examination  and  pathological 
study  by  cleaning  and  washing,  using  necessary  solutions;  sets  up 
instruments  and  containers  for  autopsy;  places  bodies  on  autopsy 
tables. 

3.  Prepares  bodies  for  release  to  mortician  after  post-mortem 
examination  by  sewing  up  cavities,  aspirating  fluids  and  cleaning 
bodies. 

U.   Picks  up  amputations  from  surgery  and  disposes  of  or  releases 
them  as  requested. 

5.  Receives  animal  specimens  and  prepares  them  for  examination. 

6.  Cleans  autopsy  room  and  sterilizes  instruments  and  equipment; 
delivers  soiled  linen  to  laundry,  returns  clean  linen  to  morgue  and 
storage  room. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of 
high  school,  supplemented  by  six  months  of  experience:   in  a  morgue  or 
mortuary  assisting  in  the  preparation  of  bodies  for  burial;  handling 
and  caring  for  bodies  in  an  anatomical  or  surgical  laboratory;  as  an 
embalmer's  assistant  or  apprentice;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  working  knowledge 
of:   the  techniques  involved  in  the  handling  and  preparation  of  bodies 
of  deceased  persons  for  post-mortem  examinations  or  burial;  hospital 
methods  and  procedures;  the  care  of  surgical  instruments  and  equipment. 

Requires  ability  and  skill  to:   follow  written  and  oral  instructions: 
prepare  simple  records;  deal  tactfully  and  courteously  with  morticians 
and  members  of  the  family  of  deceased  persons;  handle  remains  of 
deceased  persons. 


CLASS  TITLE:  MORGUE  ATTENDANT  (continued) 

PROMOTIVE  LINES: 

To:   Senior  Morgue  Attendant 
From:  Original  examination 


CODE :   2520 


CLASS  TITLE:   SENIOR  MORGUE  ATTENDANT  CODE:   2^22 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises  morgue  attendants  in  the 
handling  and  preparation  of  bodies  of  deceased  persons  for  post-mortem 
examination  and  burial;  assists  a  physician  in  performing  autopsies; 
performs  specialized  identification  work  on  badly  decomposed  bodies; 
and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  enforcing  methods 
and  procedures  related  to  the  proper  functioning  of  a  morgue  and  the 
maintenance  of  its  facilities  and  equipment;  the  care  and  use  of  various 
tools  and  instruments  and  equipment  in  assisting  a  physician  in  post- 
mortem examinations;  preparing  routine  activity  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  several  morgue  attendants  in  the  preparation  of 
bodies  of  deceased  persons  for  post-mortem  examinations  and  burial. 

2.  Prepares  for  post-mortem  examination  by  setting  up  necessary 
equipment,  instruments  and  solutions;  assists  a  physician  in  all  aspects 
of  autopsy  such  as  removing  plaster  casts  and  bandages,  opening  bodies, 
obtaining  blood  samples  and  other  fluids  from  bodies  for  toxicological 
examinations. 

3.  Performs  specialized  and  skilled  identification  work  in 
obtaining  fingerprints  from  badly  decomposed  bodies. 

h.      Checks  morgue  and  other  work  spaces  for  cleanliness  and  adequacy 
of  service  supplies;  checks  for  proper  ventilation  and  assures  that 
all  equipment  is  functioning  properly. 

5.  Correlates  all  information  to  be  furnished  to  proper  authorities; 
transmits  all  required  information  to  personnel  assigned  to  subsequent 
shifts;  prepares  daily  reports  for  death  registry  office. 

6.  Performs  the  duties  of  a  morgue  attendant  in  cleaning  and 
maintaining  morgue  and  autopsy  room,  cleaning  and  sterilizing  equipment, 
preparing  bodies  for  examination  and  burial. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  one  year  of  experience:   in  a  morgue  or  mortuary 
assisting  in  the  preparation  of  bodies  for  burial;  handling  and  care  of 
bodies  in  an  anatomical  or  surgical  laboratory;  as  an  embalmer's 
assistant  or  apprentice;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  working  knowledge 
of:   the  procedures  involved  in  assisting  a  physician  in  post-mortem 
examinations;  techniques  involved  in  handling  and  preparation  of  bodies 
for  post-mortem  examination  or  burial;  hospital  methods  and  procedures; 
and  the  care  of  surgical  instruments  and  equipment. 

Requires  ability  and  skill  to  use  post-mortem  techniques  and 
procedures  as  necessary;  supervise  and  check  the  work  of  subordinates. 


CLASS  TITLE;   SENIOR  MORGUE  ATTENDANT   (continued; 
PROMOTIVE  LINES; 

To;   No  normal  lines  of  promotion 

From;  Morgue  Attendant 


CODE:   2522 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   FORENSIC  AUTOPSY  TECHNICIAN  CODE:   2523 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  the  Board  Certified  Forensic  Pathologist  or 
Board  Certified  Pathologist  in  the  performance  of  medico-legal  autopsies  under  the 
jurisdiction  of  the  Medical  Examiner /Coroner ;  assists  in  the  collection  and  legal 
preservation  of  evidence,  clothing,  toxicology  samples,  and  biologic  samples  for 
toxicologic,  serology  and  microbiologic  testing;  assists  the  forensic  pathologists  in 
identification,  including  badly  decomposed  patients;  and  performs  related  duties  as 
required. 

DISTINGUISHING  FEATURES: 

Positions  in  this  class  are  located  at  the  Chief  Medical  Examiner /Coroner ' s  Office 
where  all  trauma,  unnatural  or  suspicious  deaths  are  examined.   Positions  are  distinguish- 
ed from  class  2522  Sr.  Morgue  Attendant  in  that  they  involve  medico-legal  cases,  and  may 
require  court  room  testimony  while  the  latter  are  responsible  for  supervising  activities 
at  the  San  Francisco  General  Hospital  morgue. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  Board  Certified  Forensic  Pathologist  in  performance  of  medico- 
legal autopsies. 

2.  Assists  in  the  collection  of  evidence,  including  clothing,  and  processes  that 
evidence  personally  collected  for  additional  testing. 

3.  Assists  in  specialized  identification  on  badly  decomposed  bodies;  obtains 
ffngerprints  on  all  cases. 

4.  Assists  in  the  collection  of  specimens  for  forensic  toxicology;  packages  and 
prepares  specimens  for  storage  or  transports  in  a  legal  chain  of  custody  those  specimens 
necessary  for  toxicology. 

5.  Under  the  direction  of  the  forensic  pathologist,  removes  plaster  casts  or  other 
medical  appliances,  preserving  reusable  material. 

6.  Prepares  autopsy  facility  for  work,  and  maintains  equipment  and  supplies. 

7.  Assists  the  Forensic  Pathologist  in  the  autopsy  of  suspected  or  unknown  conta- 
gious cases,  including  the  collection  of  specimens  for  laboratory  testing  and  decontam- 
ination of  equipment  and  facilities. 

8.  Registers  the  storage  position  of  all  bodies,  and  inventories  those  cases 
stored. 

9.  Confirms  the  identity  and  legal  release  form  for  all  bodies  released  from  the 
Medical  Examiner's  Office. 

10.  Orders  and  stocks  necessary  supplies  for  the  proper  function  of  the  facility. 

11.  Requests  services  of  the  police  photographer  and  assists  with  photographs  of 
evidence  and  injuries  under  the  Forensic  Pathologist's  direction. 

12.  Assists  in  medico-legal  fluoroscopy  and  x-ray  under  the  direction  of  the 
Forensic  Pathologist. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high  school, 
supplemented  by  one  year  of  experience  in  a  mortuary  facility  assisting  in  the  care 
and  handling  of  bodies;  as  an  emblamer's  assistant  or  apprentice;  or  an  equivalent 
combination  of  training  and  experience.   May  require  a  security  check. 


I 
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CLASS  TITLE:   FORENSIC  AUTOPSY  TECHNICIAN  CODE:   2523 

MINIMUM  QUALIFICATIONS:   (Cont.) 

Knowledge,  Abilities  and  Skills:   Requires  a  good  working  knowledge  of: 
Procedures  involved  in  assisting  a  physician  in  medico-legal  autopsies;  techniques 
involved  in  handling  and  preparation  of  evidence  for  chain  of  custody  control;  care 
of  surgical  and  autopsy  equipment;  precautions  for  contagious  disease  control; 
special  procedures  to  assist  the  Forensic  Odontologist  and  Anthropologist.   Requires 
ability  to  lift  and  move  bodies  from  gurneys  to  autopsy  table,  and  to  lift  bodies 
to  chest  height  (200  plus  pounds). 

ADOPTED:   3-7-83 


'I 


CLASS  TITLE:   CORONER'S  ESTATE  INVESTIGATOR  CODE:   2^2U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  receives,  accounts  for  and  transfers  all  personal 
property  and  money  acquired  by  the  coroner's  field  investigators;  assigns 
and  reviews  the  work  of  a  clerical  unit;  serves  as  confidential  secretary 
to  the  coroner;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  interpreting  and 
enforcing  policy  and  methods  of  the  coroner's  office  and  applicable 
probate  laws;  safeguarding  and  accounting  for  moderate  amounts  of  money 
and  valuables;  making  daily  office  contacts  with  persons  emotional 
disturbed  by  recent  death  in  the  family;  preparing,  checking  and 
reviewing  important  and  detailed  operational  and  financial  records. 

EXAMPLES  OF  DUTIES: 

1.  Receives  all  personal  property  acquired  by  the  coroner's 
department;  checks  property  receipts  for  proper  entries  and  stores  items 
in  safety  boxes;  deposits  monies  received  in  bank;  prepares  cash  re- 
ceipts; reconciles  bank  statements  with  controller's  accounts. 

2.  Interprets  probate  code  as  it  relates  to  the  delivery  of 
property  in  custody  of  the  coroner,  and  transfers  money  and  property  to 
legal  next  of  kin;  notifies  public  administrator  of  cases  involving 
further  investigation  in  probate  matters. 

3.  Prepares  unclaimed  items  for  auction;  assists  at  auctions  and 
enters  receipts  from  sales  on  coroner's  records;  deposits  receipts  of 
auction  sales  and  unclaimed  monies  with  treasurer. 

U.  Assigns  and  reviews  the  work  of  clerical  personnel  engaged  in 
the  processing  of  death  certificates  and  other  official  records  and 
correspondence. 

5.   Serves  as  secretary  to  the  coroner  on  matters  of  confidential 
correspondence,  reports  and  legal  proceedings. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school  with  courses  in  typing,  stenography  and  bookkeeping, 
supplemented  by  four  years  of  progressively  responsible  office 
experience,  including  the  receipt  and  accounting  of  money  and  property; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of 
modern  office  methods,  procedures  and  bookkeeping  principles  and  some 
knowledge  of  the  probate  code. 

Requires  ability  to:   exercise  good  judgment  in  evaluating 
situations,  interpreting  laws  and  policies,  and  making  proper  decisions; 
assign  and  review  the  work  of  clerical  personnel;  deal  effectively  and 
courteously  with  the  general  public,  attorneys  and  other  department 
representatives. 

Requires  skill  in  the  application  of  modern  bookkeeping  principles 
as  related  to  maintenance  of  accounting  records  and  preparation  of 
financial  reports. 


CLASS  TITLE:      CORONER'S  ESTATE  INVESTIGATOR   (continued)  CODE:      2521; 

PROMOTIVE  LINES: 

To:      Chief  Clerk 

From:      Senior  Clerk-Stenographer 


CLASS  TITLE:   AMBULANCE  DRIVER  CODE:   2^26 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  operates  a  public  ambulance;  assists  in 
rendering  aid  to  injured  persons  or  in  other  emergency  cases;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:  following  established  methods  and  pro- 
cedures relating  to  ambulance  operation;  achieving  economies  and/or  pre- 
venting moderate  losses  through  careful  and  safe  handling  of  ambulance 
and  appurtenant  equipment;  making  responsible  contacts  with  the  general 
public  or  specific  persons  for  the  purpose  of  obtaining  information  on 
specific  matters  at  scene  of  accident  or  emergency;  gathering  and  prepar- 
ing pertinent  information  concerning  circumstances  at  scene  of  the  emer- 
gency. Nature  of  duties  involves  sustained  physical  effort  with  heavy 
lifting,  involving  manual  effort  and  dexterity  with  frequent  exposure  to 
traffic  accidents,  health  hazards  or  other  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1,  Drives  an  ambulance  in  response  to  emergency  calls;  assists  medi- 
cal steward  in  administering  first-aid  at  scene  of  emergency;  preserves 
law  and  order,  as  necessary. 

2,  Assists  medical  steward  in  resuscitation  efforts  at  scenes  of 
fires,  drownings  and  other  similar  emergencies;  transports  patients  to 
nearest  emergency  hospital;  helps  physician  in  treatment  room  in  bandag- 
ing and  splinting  patients'  limbs  as  directed. 

3,  Assists  in  caring  for,  handling  and  transporting  mentally  ill, 
emotionally  hysterical,  deranged  and  alcoholic  patients;  assists  in  un- 
dressing male  patients  and  searching,  witnessing  and  booking  personal 
property. 

U.  Assists  in  preparing  records  when  admitting  patients  to  hospital; 
fills  out  admission  forms. 

5.  May  assist  in  performing  duties  of  admitting  officer,  psychiatric 
department;  may  respond  to  emergency  calls  in  the  psychiatric  wards, 

6.  Checks  ambulance  equipment;  maintains  vehicle  in  clean  and  order- 
ly condition;  does  minor  servicing  and  repair  work. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  courses  in  first-aid  and  one  year  of  exper- 
ience as  a  chauffeur;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills;   Requires  a  working  knowledge  of: 
first-aid  techniques  and  procedures;  local  traffic  regulations;  names 
and  locations  of  city  streets;  minor  auto  service  and  repair  techni- 
ques. 

License;  Requires  possession  of:  a  current  state  chauffeur's 
license;  a  current  red  cross  first-aid  certificate. 

PROMOTIVE  LINES: 

To;   Medical  Steward 

From:   Original  entrance  examination 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE;  MEDICAL  STEWARD  CODE:   2528 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  supervises  and  accompanies  an  ambulance  driver  in 
responding  to  emergency  calls;  renders  first-aid  and  other  needed  minist- 
rations to  ill  or  injured  persons;  and  performs  related  duties  as  requir- 
ede 

Requires  responsibility  for:  following  established  methods  and 
procedures  in  rendering  first-aid  in  emergency  cases;  achieving  economies 
and/or  preventing  moderate  losses  through  proper  handling  of  equipment, 
instruments  and  facilities;  making  responsible  contacts  with  the  general 
public  or  specific  persons  for  the  purpose  of  obtaining  information  on 
specific  matters  at  scenes  of  accidents,  injuries  or  other  emergencies; 
gathering  and  preparing  pertinent  information.  Nature  of  duties"  involves 
sustained  physical  effort,  with  heavy  lifting  and  manual  effort  and  dex- 
terity, with  frequent  exposure  to  traffic  accidents,  health  hazards  and 
other  disagreeable  elements o 

EXAMPLES  OF  DUTIES? 

lo   Supervises  and  accompanies  an  ambulance  driver  in  making  emergency 
calls  in  cases  of  accidents,  injuries  or  other  reasons;  renders  first-aid 
and  other  needed  ministrations  to  persons  concerned  at  the  scene;  accom- 
panies ambulance  to  fires,  as  required 0 

2o  Assists  physician  and  nursing  personnel  in  emergency  hospitals 
and  treatment  rooms  with  bandaging,  splinting,  administration  of  drugs 
and  other  duties,  as  directed,, 

3«  Administers  to  and  transports  mentally  ill,  hysterical,  deranged 
and  alcholic  patients,  as  occasions  require* 

4<>  Feeds,  bathes  and  assists  in  performing  nursing  duties  to 
male  patients;  undresses  male  patients  and  is  responsible  for  the 
accounting  and  safe-keeping  of  personal  property,  clothing  and  other 
valuable So 

5»  May  assist  and  relieve  a  senior  medical  steward  when  required; 
maintains  accurate  daily  register  of  all  patients  admitted  to  the  emergency 
hospital o 

60  Requisitions  replenishments  of  needed  linens,  janitorial,  surgical 
and  medical  supplies o 

7o  May  be  required  to  keep  assigned  locations  in  a  clean  and  orderly 
condition* 

80  Secures  spiritual  aid  for  persons  requesting  same  or  for  dying 
patientse 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
schools,  supplemented  by  either  five  years  of  experience  in  military  medical 

hospital  service  in  the  administration  of  first-aid  to  sick  or  injured 
persons  and/or  giving  treatment  as  prescribed  by  a  doctor,  or  graduation 


CLASS  TITLE;  MEDICAL  STEWARD  CODE:   2528 

(continued) 


from  an  accredited  school  and  nursing  and  two  years  of  the  aforementioned 
experience i   or  an  equivalent  combination  of  training  and  experienceo 

Knowledge 3  Abilities  and  Skills?  Requires  thorough  working  knowledge 
of  practical  nursing  techniques,,  especially  as  they  apply  to  rendering 
first=aid  in  emergent  caseso 

License  or  Certificate  Requirements;  Requires  possession  of  a 
current  Red  Cross  first-aid  certificate^ 

PROMOTIVE  LINES; 

To;  Senior  Medical  Steward 

Prom:  Ambulance  Driver 


' 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ASSISTANT  CHIEF,  PARAMEDIC  DIVISION  CODE:   2529 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction  of  the  Chief,  Paramedic  Division,  manages  Central  Medical 
Dispatch  (CMED)  or  the  Paramedic  Academy  by  planning  and  tracking  resource 
utilization;  setting  goals  and  objectives  for  Paramedic  Supervisors  and  other 
subordinates;  developing  procedures;  monitoring  and  analyzing  performance;  and 
identifying  and  solving  technical  problems  related  to  CMED  or  Academy 
operations. 

DISTINGUISHING  FEATURES: 

The  subject  class  differs  from  class  2531  Deputy  Chief,  Paramedic  Division 
in  that  it  manages  either  Central  Medical  Dispatch  or  the  Paramedic  Academy, 
while  the  latter  Is  a  one-position  class  with  direct  responsibility  for  Field 
Operations  -  the  major  administrative  component  of  the  Paramedic  Division.  It 
1s  different  from  class  2534  Paramedic  Supervisor,  which  1t  supervises,  1n 
that  the  latter's  responsibility  1s  limited  to  immediate  supervision  of 
Paramedics  on  a  given  shift. 

EXAMPLE  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Manages  either  Central  Medical  Dispatch  or  the  Paramedic  Academy  by 
Implementing  departmental  policies,  and  planning  and  tracking  utilization  of 
resources;  develops  and  writes  procedures  and  directives  relevant  to  assigned 
section;  sets  standards  and  objectives  for  subordinates,  and  monitors  and 
evaluates  performance. 

2.  Participates  In,  and  observes  and  supervises  on-line  activities.  In 
CMED,  this  Includes  responding  to  dispatch  for  simple,  complex,  multlcasualty 
situations  using  911  telephone  switch,  administration,  Computer  Aided  Dispatch 
(CAD),  Computer  Database  Management,  Hospital  Emergency  Administrative  Radio 
(HEAR),  and  the  Mayor's  Emergency  Channel  (MECS);  in  Paramedic  Academy,  this 
Includes  teaching  selected  EMT-P  course  material  including  clinical 
procedures,  Advanced  Cardiac  Life  Support  (ACLS)  and  Basic  (or  Prehospital) 
Trauma  Life  Support  (BTLS  or  PHTLS)  courses,  and  monitoring  subordinate 
Instructors. 

3.  Identifies  and  solves  operational  needs  and/or  problems.  In  CMED, 
this  includes  resource  management  and  instituting  quality  control  programs  to 
ensure  smooth  functioning  of  the  911  switch  administration,  complex  computer 
and  other  highly  technical  operations,  projecting  and  scheduling  proper 
staffing  levels  on  all  shifts,  and  for  on  call,  as  needed  lists.  In  the 
Paramedic  Academy,  this  includes  the  development  and  certification  of 
curricula  to  teach  state  of  the  art  procedures  and  equipment;  designing  and 
scheduling  training  sessions  and  class  content  and  maintaining  proper 
interaction  with  educational  institutions;  recruitment  and  scheduling  of 
instructors,  and  coordination  with  the  Deputy  Chief  and  the  Assistant  Chief  of 
CMED  for  appropriate  rotation  of  cadets. 

4.  Recruits,  selects,  trains,  and  manages  subordinate  Paramedic 
Supervisors  and  other  personnel;  counsels  and  disciplines  and/or  commends 
staff  as  appropriate. 


CLASS  TITLE:   ASSISTANT  CHIEF,  PARAMEDIC  DIVISION  CODE:   2529 

QUALIFICATIONS:   (Cont.) 

5.  Interacts  with  managers  with  similar  responsibility  In  other  dispatch 
centers  within  the  City  and  the  greater  Bay  Area,  to  facilitate  interagency 
cooperation,  policy  development  and  Implementation  through  meetings,  symposia 
and  disaster  dr 1  lis. 

6.  Analyzes  and  projects  unit  needs  and  assists  In  budget  development  and 
implementation. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications...  and 
other  particulars...  Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Knowledge  of  Federal,  State  and  local 
regulations  governing  EMS,  Including  Title  22  and  scope  of  Paramedic  Practice 
and  Acts;  knowledge  of  management  principles  and  ability  to  manage;  written 
and  verbal  communications  skills;  1n  CMED,  requires  thorough  familiarity  with 
Computer  Database  Management  for  Dispatch,  Computer  Aided  Dispatch,  radio 
frequencies  for  Emergency  Service  Use,  FCC,  State  and  local  regulations 
governing  EMS  dispatch  and  Communications,  and  familiarity  with  current 
Medical  Dispatch  literature;  In  the  Paramedic  Academy,  thorough  knowledge  of 
Department  of  Transportation  and  State  curriculum  guidelines;  knowledge  of, 
and  skill  In  performing  paramedic  clinical  procedures  for  the  purpose  of 
Instructing  others;  knowledge  of  Advanced  Life  Support  and  Advanced  Trauma 
Life  Support;  ability  to  motivate  employees;  knowledge  of  educational  theory 
and  methodology. 

License:  Requires  possession  of  a  valid  EMT-Paramedlc  certificate,  a  DMV 
Ambulance  Driver's  Certificate  issued  by  the  State  of  Calflornia  and  a  valid 
California  Driver's  License.  Must  obtain  an  EMT-Paramedlc  certificate  In  the 
City  and  County  of  San  Francisco  within  six  months  of  employment  If  hired. 

ADOPTED:   3-15-93 
#4320c 


CLASS  TITLE:   SENIOR  MEDICAL  STEWARD  CODE:   2530 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  receives  calls  requesting  emergency 
ambulance  service;  dispatches  emergency  ambulances  via  police  radio; 
keeps  accurate  records  of  all  calls;  makes  changes  in  destinations  or 
assignments  of  ambulances  as  certain  emergencies  or  expediency  may 
require;  and  performs  related  duties  as  required, 

Requires  responsibility  for:   carrying  out,  interpreting  and 
explaining  existing  policies,  methods  and  procedures  in  connection 
with  emergency  hospital  ambulance  services;  achieving  moderate  economies 
and/or  preventing  moderate  losses  through  efficient  dispatching  of  am- 
bulances; making  regular  contacts  with  the  general  public,  usually  via 
telephone,  and  with  persons  in  other  departments  and  representatives  of 
outside  organizations,  largely  due  to  emergency  situations; preparing 
and  maintaining  detailed  booking  records  of  all  emergency  hospital  ser- 
vice cases  and  related  incidents.  Nature  of  work  involves  normal  phy- 
sical effort  and  manual  dexterity,  and  considerable  standing  with 
occasional  exposure  to  health  and  accident  hazards  and  disagreeable 
elements. 

EXAMPLES  OF  DUTIES: 

1.  Dispatches  emergency  ambulances  via  radio  and  keeps  record 
of  each  incident;  records  calls  for  making  transfers  of  patients  from 
one  location  to  another;  arranges  for  transfer  of  patients  to  private 
care  centers  by  communicating  with  concerned  physicians  relative  to 
condition  and  needs  of  individual  cases. 

2.  Dispatches  ambulances  to  fires,  depending  on  number  of  alarms 
and  type  of  fire;  also  dispatches  ambulances  to  accompany  police  officers 
in  handling  of  difficult  and  mentally  ill  cases. 

3.  Assists  the  physician  and  registered  nurse  in  the  emergency 
treatment  room  or  wards,  as  necessary,  depending  on  peak  load  demands  and 
specific  conditions, 

1|.  Maintains  complete  daily  log  of  dispatches  and  cases  handled, 
including  admittance  to  emergency  hospital,  diagnosis,  treatment  and 
disposition  of  each  individual  incident. 

5.  Assumes  responsibility  for  the  safe  keeping  of  patients' 
clothing, valuables  and  money  in  cases  when  individuals  are  detained 
in  emergency  hospital  wards  pending  discharge  or  transfer;  obtains 
receipts  for  return  of  patients'  property. 

6.  Communicates  with  coroner  and  others  concerned  in  cases  when 
patients  expire,  and  arranges  for  disposition  of  corpose. 

7.  Performs  other  related  and  miscellaneous  duties  such  as  providing 
information  to  private  physicians,  searching  records  for  names  of  reported 
missing  persons,  etc. 

8.  Furnishes  information  from  poison  control  center  in  dealing  with 
emergency  poison  cases. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  graduation  from  high  school, 
supplemented  by  at  least  two  years  of  experience  in  the  civil  service 
class  of  medical  steward;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   SENIOR  MEDICAL  STEWARD  (continued)  CODE:   2^30 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  working 
knowledge  of:   first-aid  methods  in  order  to  assist  emergency  hospital 
medical  and  nursing  personnel;  local  traffic  regulations;  names  and 
locations  of  streets  in  various  areas. 

Requires  skill  and  ability  to  use  own  judgment  and  make  quick 
decisions  in  dispatching  ambulances,  making  changes  in  assignments 
due  to  unforeseen  situations. 

License:  Requires  possession  of  a  first-aid  certificate  issued 
by  the  American  Red  Cross. 

PROMOTIVE  LINES: 

To:  Emergency  Hospital  Service  Assistant  Superintendent 

From:   Medical  Steward 


SAN  FRANCISCO  CIVTL  SERVICE  COMMISSION 

CLASS  TITLE:   DEPUTY  CHIEF,  PARAMEDIC  DIVISION  CODE:   2531 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction  of  the  Chief,  Paramedic  Division, 
directs  the  clinical  and  administrative  activities  of  Paramedic  Supervisors 
and  other  personnel  within  Field  Operations,  assigned  to  special  operations  or 
present  in  the  field  on  selected  calls,  disasters  or  multi-casualty  events. 
Has  responsibility  for  providing  ambulance  service,  staging  scene  management 
during  disasters  and  Incidents,  and  for  logistics.  Manages  the  budget  for 
Field  Operations,  identifies  and  sets  program  objectives;  plans  and  tracks 
resource  utilization;  analyzes  program  performance;  and  performs  related 
duties  as  required. 

DISTINGUISHING  FEATURES: 

The  Deputy  Chief,  Paramedic  Division  differs  from  the  Chief,  Paramedic 
Division,  in  that  the  latter  has  clinical  and  administrative  responsibility 
for  the  entire  Paramedic  Division,  whereas  the  Deputy  Chief  has  immediate, 
twenty-four  hour  management  responsibility  limited  to  Field  Operations,  under 
general  direction  from  the  Chief.  It  differs  from  the  lower  level  Paramedic 
Supervisor  class  which  it  supervises  directly  within  Field  Operations,  in  that 
the  Paramedic  Supervisor  1s  a  first-line  supervisory  class  with  responsibility 
limited  to  either  clinical  or  administrative  review  of  Paramedics  on  an 
assigned  shift.  The  Deputy  Chief  differs  from  the  Assistant  Chief,  Paramedic 
Division  in  that  1t  is  a  one-position  classification  with  direct 
responsibility  for  Field  Operations,  the  major  administrative  component  of 
Paramedic  Services,  while  the  latter  class  manages  either  Central  Medical 
Dispatch  (CMED)  or  the  Paramedic  Academy. 

EXAMPLE  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Manages  the  Field  Operations  section  of  Paramedic  Division;  meets  with 
and  assists  superiors  to  identify  and  set  program  policies  and  objectives; 
collaborates  with  staff  of  other  departments  and  agencies  to  achieve  mutual 
operations  objectives;  develops  and  implements  detailed  procedures. 

2.  Responds  in  person  to  field  events,  disasters,  complex  or 
multi-casualty  situations;  commands  and  manages  Incident  scenes;  observes  and 
assists  onslte  paramedic  crew;  directs  emergency  response;  reviews  and 
analyzes  program  performance;  recommends  and  Institutes  corrective  actions 
indicated. 

3.  Provides  and  manages  daily,  round-the-clock  ambulance  service; 
develops,  Implements  and  manages  a  complex  continual  ambulance  schedule 
involving  a  large  number  of  paramedics;  ensures  vehicles  are  well  stocked  and 
technically  well  maintained  for  efficient  deployment. 

4.  Recruits,  selects,  trains,  directs  and  evaluates  subordinate  Paramedic 
Supervisors  and  other  personnel;  counsels  and  disciplines  staff  as  appropriate. 

5.  Assists  in  budget  preparation;  implements  and  manages  program  budget 
and  finances;  plans,  tracks  and  analyzes  resource  utilization. 

6.  As  part  of  management  team,  negotiates  employee  working  conditions 
with  the  union. 


CLASS  TITLE:   DEPUTY  CHIEF,  PARAMEDIC  DIVISION  CODE:   2531 


QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual 1f 1cat1ons. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Thorough  knowledge  of  Federal,  State  and 
local  regulations  governing  EMS  and  paramedic  scope  of  practice;  detailed 
familiarity  with  vehicle  deployment,  supply  and  maintenance;  management 
principles  and  supervisory  techniques;  thorough  knowledge  of  field  operations 
in  a  busy  urban  911  Advance  Life  Support  (ALS)  ambulance  service,  and  of 
paramedic  scheduling;  very  good  verbal  and  written  communication  skills  1n 
English;  thorough  knowledge  of  Advanced  Cardiac  Life  Support,  and  Advanced 
Trauma  Life  Support. 

Ability  to:  quickly  evaluate  and  take  command  of  emergencies,  disasters 
or  multi-casualty  situations;  render  prompt  decisions;  demonstrated  ability  to 
motivate  and  Inspire  subordinates. 

Licenses:  Requires  possession  of  a  valid  EMT-Paramedlc  certificate,  a  DMV 
Ambulance  Driver's  Certificate  Issued  by  the  State  of  California  and  a  valid 
California  Driver's  License.  Must  obtain  an  EMT-Paramedlc  certificate  In  the 
City  and  County  of  San  Francisco  within  six  months  of  employment  If  hired. 

ADOPTED:   1/7/91 

RETITLED  AND  AMENDED:   3-15-93 

#4321c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   PARAMEDIC         -  CODE:   2532 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  staffs  mobile  intensive  care  vehicles;  provides 
initial  emergency  medical  care  in  a  pre-hospital  setting;  provides  advanced  first 
aid,  life  support  and  life  maintenance  measures,  including  CPR,  plus  definitive 
and  therapeutic  care,  with  adjuncts,  at  the  scene  and  during  transport,  at  the 
Paramedic  level;  may  be  assigned  duties  in  Central  Medical  Emergency  Dispatch  (C- 
MED). 

DISTINGUISHING  FEATURES: 

Paramedics  may  be  assigned  to  perform  duties  of  either  ambulance  driver, 
paramedic  attendant,  or  C-MED  dispatcher.   Paramedics  assigned  to  the  duties  of 
an  ambulance  driver  are  governed  by  both  departmental  policies  and  procedures  and 
the  California  Highway  Patrol  Ambulance  Service  Handbook  in  driving  public  ambulances 
in  response  to  emergency  calls  for  assistance.   Paramedics  assigned  to  the  duties 
of  paramedic  attendant  are  responsible  for  following  county  medical  protocol  in 
administering  emergency  care  and  advanced  life  support  measures.   Paramedics  assigned 
to  the  duties  of  a  C-MED  dispatcher  receive  and  triage  requests  for  ambulance  service 
and  dispatch  appropriate  ambulance  units. 

EXAMPLES  OF  DUTIES: 

1.  Ensures  that  emergency  vehicle  is  ready  for  service  by:   checking  mechanical 
equipment;  performing  routine  preventive  maintenance;  testing  biomedical  equipment; 
checking  and  restocking  medical  supplies;  and  cleaning  vehicle. 

2.  Transports  all  clients  in  need  of  medical  care,  including  those  with  behsvoripl 
problems,  alcoholics,  felon  and  misdemeanor  patients,  to  and  from  point-to-point 
sites  within  the  City  and  County  of  San  Francisco,  and  to  and/or  from  authorized 
out-of-County  sites. 

3.  Responds  to  trauma  or  medical  emergencies;  performs  primary  and  secondary 
evaluation  of  the  patient  in  order  to  assess  condition;  triages  in  major  disasters; 
reports  findings  to  appropriate  personnel  according  to  departmental  policy. 

*+.   Institutes  emergecy  care  and/or  advance  life  support  as  outlined  by  the 
San  Francisco  County  Emergency  Medical  Service  Protocol  and  policies  in  order  to 
stabilize  the  patient's  condition,  including  such  procedures  as  cardiopulmonary 
resuscitation,  defibrillation,  drug  administration,  invasive  procedures  and  definitive 
therapy. 

5.  May  be  assigned  duties  in  C-MED;  receives  and  triages  requests  for  ambulance 
service  and  dispatchs  appropriate  units;  provides  medical  emergency  information  and 
referral  via  telephone  where  indicated;  keeps  Paramedic  Supervisor  informed  of 
division  incidents;  coordinates  multiple  medical  and  disaster  situations  via  radio 
and  telephone  as  prescribed  by  protocol  or  as  directed. 

6.  Performs  related  duties  such  as:   maintaining  accurate  and  timely  documenta- 
tion of  activities  and  billing  information;  testifying  in  a  court  of  law  as  required; 
providing  public  relations  services  to  the  community;  orienting  and  assessing  new 
paramedic  personnel  until  judged  capable  of  independent  functioning. 


■v 

\ 

'T^SS  TITLE:   PARAMEDIC  CODE:   2532  \ 

)  ^  \ 

•HNIMUM  QUALIFICATIONS: 

Knowledge,  Abilities  and  Skills:   Requires  thorough  working  knowledge  and  skills 
Ln  current  paramedic  techniques  in  both  field  and  hospital  settings.   Requires 
tnowledge  of  an  ambulance's  mechanical  equipment  and  routine  preventative  maintenance 
at  a  recognition  (as  opposed  to  diagnostic )level.   Requires  thorough  knowledge  of 
5an  Francisco  geography. 

Requires  ability  to:   drive  an  ambulance  at  a  level  that  meets  departmental 
standards;  communicate  clearly  and  understandably  in  both  written  and  conversational 
English,  including  over  the  telephone  and  radio;  write  legibly. 

Certificates:   The  following  current,  valid  certificates  are  required: 

1)  A  San  Francisco  County  EMT-Paramedic  Certificate  indicating  completion 
of  a  course  approved  by  the  Health  Officer  of  the  City  and  County  of 
San  Francisco. 

* 

2)  A  DMV  Ambulance  Driver's  Certificate  issued  by  the  State  of  California 
for  positions  required  to  drive  an  ambulance. 

License:   Must  possess  a  current,  valid  California  Driver's  License. 
"DOPTED:  6-21-82 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   EMERGENCY  MEDICAL  SERVICES  AGENCY  SPECIALIST       CODE:   2533 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  developing,  designing,  coordinating, 
implementing  and  monitoring  standards  and  policies  for  Emergency  Medical 
Services  System  programs;  functions  as  key  liaison  and  consultant  with  all 
prehospital  service  providers,  first  responder,  base  hospital,  hospital  and 
communications  agencies  within  the  EMS  system  in  the  City  and  County  of  San 
Francisco;  performs  other  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  classification  is  assigned  exclusively  to  the  City  and  County  of  San 
Francisco  Emergency  Medical  Services  Agency  and  is  responsible  for  assisting 
in  the  implementation  of  Emergency  Medical  Services  System  programs. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Assists  in  developing,  designing,  coordinating,  implementing  and 
monitoring  standards,  policies  and  services,  and  functions  as  key  liaison 
concerning  standards  and  policies  for  prehospital  service  providers,  first 
responder,  base  hospital,  hospital  and  communications  agencies  within  the 
Emergency  Medical  System  in  the  City  and  County  of  San  Francisco. 

2.  Coordinates  EMS  System  studies  and  audits. 

3.  Reviews  and  approves  local  training  programs  within  established 
legislated  standards;  coordinates  education  and  training  programs, 
conferences,  paramedic  peer  review,  and  rldealong  and  preceptor  programs. 

4.  Coordinates  the  certification  and  local  accreditation  processes  of 
prehospital  personnel  and  assists  the  Medical  Director  in  the  certificate 
review  process. 

5.  Develops  and  publishes  the  EMS  newsletter  and  events  calendar; 
coordinates  medical  disaster  planning,  supply  and  equipment  standards,  and  the 
inspection  and  procurement  processes;  assists  in  special  projects  such  as 
public  awareness  campaigns. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual 1ficat1ons. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge,  Abilities  and  Skills:  Thorough  knowledge  of  current  paramedic 
or  nursing  techniques  in  either  the  field  or  hospital  setting;  emergency 
medical  services  systems,  pertinent  laws,  rules  and  regulations;  user 
knowledge  of  computers  and  health  care  evaluation  techniques. 

Ability  to  assess  and  resolve  problems  in  a  complex,  interdisciplinary 
setting;  accurately  extract,  analyze,  compile  and  interpret  clinical  and  other 
information;  prepare  clear  concise  narratives,  statistical  and  graphic 
reports;  deal  tactfully  and  effectively,  using  discretion  and  sound  judgement 
with  a  variety  of  staff;  direct  subordinates  in  the  performance  of  duties; 
communicate  effectively  both  verbal  1>  r>nd  In  writing. 


CLASS  TITLE:   EMERGENCY  MEDICAL  SERVICES  AGENCY  SPECIALIST       CODE:   2533 

QUALIFICATIONS:   (Cont.) 

Licenses:  Possession  of  or  eligibility  for  a  current,  valid  certificate 
as  a  Registered  Nurse  by  the  State  Board  of  Nursing  Examiners  or  possession  of 
or  eligibility  for  a  current  valid  Paramedic  certificate  (EMT-P)  issued  by  the 
City  and  County  of  San  Francisco,  County  Emergency  Medical  Services  Office. 

ADOPTED:   1-22-90 
#41 44c 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   PARAMEDIC  SUPERVISOR  CODE:   2534 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction  of  the  Chief  Paramedic,  directs  and  supervises  the 
activities  of  paramedics  and  other  auxiliary  personnel  in  an  assigned  area  or  may 
perform  duties  with  specific  clinical  emphasis  Including  monitoring,  reviewing  and 
assessing  the  clinical  performance  of  paramedics;  participates  1n  education, 
counseling  and  quality  assurance  activities;  Investigates  critical  Incidents  and 
unusual  occurrences;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Paramedic  Supervisors  may  be  assigned  responsibility  for  the  direct  supervision 
of  staff  in  field  operations,  medical  communications  or  administration  on  a 
rotating  shift  basis  or  may  have  primary  responsibility  for  clinical  review  and 
assessment  of  paramedic  performance  in  the  field.  The  classification  differs  from 
that  of  the  2535  Chief,  Paramedic  Division  1n  that  the  latter  is  responsible  for 
all  paramedic  services,  personnel,  equipment  and  communication  activities  for  the 
entire  Paramedic  Division.  The  classification  differs  from  the  2532  Paramedic  in 
that  the  Paramedic  Supervisor  is  supervisory  in  nature  or,  when  assigned  specified 
clinical  responsibilities,  provides  for  the  clinical  review  of  paramedics' 
performance . 

EXAMPLE  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be 
considered  as  a  restriction  on  the  assignment  of  duties  not  specifically  listed." 
(CSC  Rule  7) 

1.  When  assigned  duties  as  a  supervisor  on  a  shift,  directs  and  supervises 
paramedics  and  auxiliary  personnel  engaged  1n  rendering  patient  care  and  support 
services  in  various  assigned  work  areas;  prepares  work,  schedules,  makes 
assignments,  and  evaluates  work  performa  e;  responds  to  all  multi-casualty 
incidents  and  serves  as  on-site  medical  coordinator  with  respect  to  triage  and 
pre-hospital  care;  supervises  the  maintenance  and  repair  of  all  Paramedic  Division 
vehicles;  supervises  the  resupply,  maintenance  and  repair  of  ambulance  equipment 
and  supplies;  and  coordinates  services  in  an  assigned  area  with  those  of  other 
departments. 

2.  When  assigned  duties  with  clinical  emphasis,  monitors  and  reviews  clinical 
performance  of  paramedics,  makes  recommendations  for  remediation  to  the  shift 
supervisor;  participates  in  quality  assurance  activities,  investigates  critical 
incidents  and  unusual  occurrences;  participates  1n  research  studies  and  data 
collection;  serves  as  a  liaison  to  the  community  regarding  clinical  issues; 
participates  and  Instructs  in  teaching  activities,  case  reviews,  and  skills 
workshops. 

3.  Evaluates  needs,  prepares  and  coordinates  presentation  of  In-service 
training  in  the  areas  or  recertif icatlon,  paramedic  skills,  new  products  and 
equipment  orientations,  new  paramedic  methods  and  other  subjects  as  needed; 
investigates  and  studies  treatments  and  developments  in  paramedic  practices  and 
techniques;  evaluates  their  adaptability  to  the  needs  of  the  specific  paramedic 
program;  recommends  developing,  revising,  and  adopting  improved  techniques  and 
methods. 


CLASS  TITLE:   2534  PARAMEDIC  SUPERVISOR  CODE:   2534 

EXAMPLE  OF  DUTIES:   (continued) 

4.  Investigates  accidents  and  complaints  of  patients  and  staff  members; 
resolves  difficulties  or  makes  referrals  to  Chief  Paramedic  when  necessary; 
interprets  existing  policies  as  related  to  pre-hospital  care  in  specific  areas; 
reports  unusual  occurrences  to  Chief  Paramedic. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual ifications. . .and  other 
particulars. . .Appl icants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge,  Abilities  and  Skills:  A  thorough  working  knowledge  of  and  skills  in 
current  paramedic  techniques  in  both  the  field  and  hospital  settings  as  outlined  by 
the  California  State  legislation;  patient  care  in  a  hospital  setting; 
division-level  communications  capabilities;  San  Francisco's  Emergency  Medical 
Services  System;  basic  management  principles  and  supervisory  techniques;  clinical 
systems,  supplies  and  equipment;  methods  of  conducting  studies  and/or  research 
projects. 

Ability  to:  Supervise  paramedic  personnel;  administer  an  assigned  watch  or 
area  of  the  Paramedic  Division;  exercise  sound  judgement;  quickly  evaluate 
emergency  situations;  render  prompt  decisions;  design  and  Implement  training 
programs  to  meet  specific  needs;  instruct  and  train  professional  employees; 
communicate  effectively  both  verbally  and  in  writing. 

LICENSES:  Requires  possession  of  a  San  Francisco  County  EMT-Paramed1c 
Certificate;  DMV  Ambulance  Driver's  Certificate  Issued  by  the  State  of  California; 
and  a  valid  California  Driver's  License. 

ADOPTED:   6/21/82 

AMENDED:   11-20-89 

#41 31 c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   RESPIRATORY  CARE  PRACTITIONER  CODE:  2536 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  administers  respiratory  treatment  to  patients 
with  pulmonary  disorders  by  means  of  inhalation  therapy,  physical  therapy,  and 
ventilatory  assistance;  maintains  respiratory  therapy  equipment;  assists  with 
special  procedures,  such  as  intubation  and  tracheostomy  tube  changes;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  class  is  characterized  by  responsibility  for  performance  of 
respiratory  therapy  including  nebulized  medication  pressure  treatments  and 
other  techniques  as  ordered  by  a  physician  in  the  treatment  of  adult  patients 
with  respiratory  conditions,  including  those  who  require  mechanical  assistance. 
Positions  in  this  class  work  under  the  technical  and  administrative  supervision 
of  a  higher  level  respiratory  care  practitioner  and/or  a  physician  and  are 
distinguished  from  the  latter  in  that  they  perform  a  lesser  range  of 
respiratory  care  functions. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Measures  respiratory  function  in  patients  by  means  such  as  spirometry, 
obtains  arterial  blood  for  blood  gas  calibration  and  analysis,  obtains  results 
of  blood  gas  analysis,  records  results  and  notifies  physicians  of  results. 

2.  Performs  respiratory  therapy  procedures  including  breathing  treatments, 
chest  physical  therapy,  and  induction  of  sputum;  administers  oxygen,  humidity, 
and  aerosol  treatments  as  ordered  by  a  physician;  maintains  respiratory 
support  for  patients  during  cardiopulmonary  resuscitation. 

3.  Observes  and  evaluates  patients'  responses  to  respiratory  treatments, 
maintains  records  of  treatments  and  discusses  same  with  professional  staff, 
may  make  recommendations  and  assist  nurses  and  physicians  when  problems 
associated  with  respiratory  therapy  occur. 

4.  Explains  procedures  and  proper  use  of  equipment  to  patients  to  dispel 
apprehensions  which  could  reduce  the  effectiveness  of  the  respiratory  therapy. 

5.  Services  and  maintains  equipment  in  sanitary  condition. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and  other 
particulars. . .applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

DOCUMENTS  DEfiT. 

SAN    FRANCISCO 
PUBLIC    IJBPARV 
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CLASS  TITLE:  RESPIRATORY  CARE  PRACTITIONER  CODE:  2536 

QUALIFICATIONS:  (continued)  I 

Knowledge.  Abilities  and  Skills:  Knowledge  of:  basic  physiology 
pertaining  to  heart  and  lung  functions;  principles,  methods  and  theory 
involved  in  the  practice  of  respiratory  therapy;  use  and  care  of  respiratory 
equipment;  techniques  of  administering  medical  gases  and  their  effects  on  the 
human  body;  patient  positioning  techniques  used  to  mobilize  secretions; 
breathing  instructions  and  supportive  exercises. 

Ability  to:  perform  various  respiratory  therapy  procedures  safely;  employ 
appropriate  tests  of  pulmonary  function;  understand  the  patient's  psychosocial 
needs;  maintain  records. 

CERTIFICATION: 

Requires  possession  of  a  valid  certificate  as  a  Respiratory  Care 
Practitioner  issued  by  the  Respiratory  Care  Examining  Committee  of  the  State 
of  California. 

ADOPTED:  9/21/87 

#2039M 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   RESPIRATORY  CARE  PRACTITIONER  II  CODE:   2537 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction  and  medical  supervision,  plans, 
organizes,  administers,  and  evaluates  the  operation  of  the  Respiratory  Therapy 
Department  at  Laguna  Honda  Hospital;  establishes  and  Implements  standards  and 
procedures;  selects,  trains  and  supervises  respiratory  care  practitioner 
personnel;  participates  In  treatment  of  patients  and  provides  technical 
consultations  to  other  care  providers;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  Respiratory  Care  Practitioner  II  is  distinguished  from  the  Respiratory 
Care  Practitioner  I  In  that  the  Respriratory  Care  Practitioner  II,  in  addition 
to  performing  respiratory  therapy  treatment,  directs  the  work  of  the 
Respriatory  Care  Practitioners  I  and  administers  the  Respiratory  Therapy 
Department  at  Laguna  Honda  Hospital. 

EXAMPLE  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Directs  the  Respiratory  Therapy  Department  at  Laguna  Honda  Hospital, 
Including  the  management  of  the  Blood  Gas  and  Pulmonary  Function  Laboratory 
operations,  and  Respiratory  Care  Registry. 

2.  Selects,  trains  and  supervises  respiratory  care  practitioner 
personnel;  conducts  staff  meetings  and  conferences. 

3.  Develops  and  implements  quality  assurance  monitoring  and  evaluating 
activities  for  the  Respiratory  Therapy  Department;  In  collaboration  with  the 
Medical  Advisor,  develops  and  updates  respiratory  care  policies,  procedures, 
and  standards;  consults  with  clinical  staff  on  technical  problems  related  to 
respiratory  care;  serves  as  representative  of  the  Respiratory  Therapy 
Department  on  the  Laguna  Honda  Hospital  Infection  Control  Committee. 

4.  Develops,  Implements  and  monitors  the  departmental  budget  for 
personnel,  equipment  and  supplies. 

5.  Administers  respiratory  therapy  treatments,  Including  positive 
pressure  breathing,  chest  PT,  sputum  induction,  deep  tracheal  aspiration, 
endotracheal  Intubations,  bedside  spirometry,  aerosol  treatments,  continuous 
aerosols,  ventilatory  support,  and  oxygen  treatments;  evaluates  and  documents 
patient's  responses  to  treatments,  records  treatments  provided;  performs  and 
reports  blood  gas  analyses  and  pulmonary  function  test  results,  calibrates 
blood  gas  analyzers;  cleans  and  maintains  respiratory  therapy  equipment; 
provides  technical  support  to  Medical  and  Nursing  Staff  In  use  of  respiratory 
therapy  equipment  and  in  administration  of  respiratory  therapy  treatments. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual iflcations. . .and  other 
particulars. . .Appl icants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 


CLASS  TITLE:   RESPIRATORY  CARE  PRACTITIONER  II  CODE:   2537 

QUALIFICATIONS:   (continued) 

Knowledges.  Abilities  and  Skills:  Knowledge  of:  management  and 
supervisory  techniques;  budgeting  and  cost  containment  procedures;  basic 
physiology  pertaining  to  heart  and  lung  functions;  principles,  methods  and 
theories  involved  in  the  practice  of  respiratory  therapy;  use  and  care  of 
respiratory  equipment;  techniques  of  administering  medical  gases  and  their 
effects  on  the  human  body;  patient  positioning  techniques  used  to  mobilize 
secretions;  breathing  instructions  and  supportive  exercises. 

Ability  to:  analyze  and  perform  respiratory  therapy  procedures  accurately 
and  adopt  strategies  to  improve  practices;  direct  the  work  of  a  staff  of 
respiratory  care  practitioners;  establish  and  maintain  effective  working  and 
administrative  relationships  with  nursing  staff,  physicians,  and  other  hospital 
personnel;  prepare  clear  and  comprehensive  written  reports,  correspondence,  and 
other  documents;  perform  various  respiratory  therapy  procedures  safely;  employ 
appropriate  tests  of  pulmonary  function;  and  understand  the  patient's 
psychosocial  needs. 

CERTIFICATION 

Requires  possession  of  a  valid  certlfiate  as  a  Respiratory  Care 
Practitioner  Issued  by  the  Respiratory  Care  Examining  Committee  of  the  State 
of  Cal Ifornia. 


ADOPTED:   12-3-90 
04199c 


CLASS  TITLE:   AUDIOMETRIST  CODE:   2538 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  administers  group  and  individual  audiometric  tests 
in  public  and  parochial  schools;  administers  individual  tests  in  health 
department  clinic;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  prescribed  standards  and 
methods  in  administering  and  interpreting  audiometric  tests;  preventing 
moderate  losses  through  the  proper  handling  and  safeguarding  of  testing 
equipment;  making  regular  contacts  with  school  department  personnel, 
parents  and  students,  for  the  purpose  of  exchanging  information  or 
explaining  procedures  relative  to  audiometric  testing  and  adequacy  of 
equipment;  compiling  statistical  data  for  important  technical  reports. 
Nature  of  work  requires  some  physical  effort  and  manual  dexterity. 

EXAMPLES  OF  DUTIES: 

1.  Administers  various  types  of  hearing  tests  to  school  children 
to  determine  hearing  acuity;  gives  group  screening  tests  to  pupils  of 
fourth  grade  level  and  above;  retests  all  failures  by  means  of  individual 
tests;  administers  threshold  tests  to  children  sorted  out  by  screening; 
records  and  plots  graphs  of  all  threshold  tests. 

2.  Keeps  statistics  for  each  school,  makes  records  for  filing  and 
for  reporting  to  other  agencies;  prepares  monthly  and  annual  reports. 
Records  and  reports  all  children  whose  tests  indicate  a  need  for  follow- 
up  medical  examination  by  an  otologist. 

3.  Administers  individual  tests  at  the  hearing  center  to  physically 
handicapped  children,  mentally  retarded  children  and  those  with  behavior 
problems . 

U.  Visits  school  principals;  discusses  dates  and  facilities  available; 
checks  rooms  suggested  for  seating  area  and  noise  level. 

5.  Transports  equipment  for  testing  from  school  to  school;  sterilizes 
instruments  after  use  and  repacks  unit;  takes  equipment  to  ear  center  or 
to  repair  shop  when  necessary. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in 
audiometry. 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:  physiol- 
ogy of  hearing  and  of  diseases  and  injuries  affecting  hearing;  the  prin- 
ciples of  correctional  hearing  treatment;  the  kinds  of  audiometric  testing 
and  their  principles. 

Requires  ability  and  skill  to:   conduct  accurate  audiometric  tests; 
work  with  young  children  and  secure  their  cooperation;  work  cooperatively 
with  teachers,  nurses,  and  school  administrators;  plan  and  execute  an 
effective  test  schedule;  maintain  routine  statistical  records. 

License:   Requires  possession  of  a  valid  certificate  in  audiometry 
issued  by  the  state  department  of  public  health,  and  possession  of  a  valid 
health  and  development  credential  as  school  audiometrist  issued  by  the 
state  department  of  education. 


CLASS  TITLE:  AUDIQMETRIST   (continued)  CODE:   2538 

PROMOTIVE  LINES: 

To:  No  normal  line  of  promotion 

From:   Original  entrance  examination 


» 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   AUDIOLOGIST  CODE:   2540 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  provides  diagnostic  and  rehabilitative  audiological 
services  to  clients  both  within  the  medical  facility  and  in  the  community;  instructs 
medical  personnel  in' appropriate  audiological  procedures;  conducts  research  activities 
related  to  hearing  and  attendant  disorders;  supervises  support  personnel;  prepares 
and  maintains  records  and  reports;  maintains  electroacoustic  equipment:  and  materials; 
and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  Audiologist  is  distinguished  from  Audiometrist  in  that  the  Audiometrist 
administers  hearing  tests  to  individuals  or  groups  under  the  supervision  of  an  Audiologist 
or  Otolaryngologist  and  refers  individuals   to  an  Audiologist  for  interpretation  of  test 

results,  counseling  and  treatment. 

The  Audiologist  is  distinguished  from  Speech  Pathologist  in  that  the  Speech  Patho- 
logist specializes  in  diagnoses  and  treatment  of  speech  and  language  problems.   Although 
the  Speech  Pathologist  may  perform  diagnostic  audiometric  evaluations,  such  evaluations 
are  limited  to  pure  tone  air  conduction  audiometric  testing  in  relation  to  the  evaluation 
of  speech  or  language  disorders.   Any  other  hearing  testing  or  appraisal  may  only  be 
conducted  by  a  licensed  Audiologist. 

EXAMPLES  OF  DUTIES: 

1.  Provides  diagnostic  and  rehabilitative  audiological  services  to  clients  with 
audiological  disorders  by  determining  levels  of  hearing  functions  of  clients  both  within 
the  medical  facility  and  in  outside  locations  such  as  community,  daycare,  and  geriatric 
facilities  using  electroacoustic  instrumentation  such  as  audiometers,  impedance  bridges 
and  otoscopes;  analyzing  effects  of  social  disabilities  resulting  from  the  hearing  loss; 
assessing  potential  benefits  from  medical  treatment,  surgery  and  adaptive  devices;  and 
advising  patients  and  families  of  findings. 

2.  Presents  lectures  and  provides  inservice  educational  seminars  on  audiological 
procedures  and  techniques  to  otolaryngology  students,  hospital  personnel  and  community 
groups. 

3.  Conducts  research  activities  related  to  hearing  and  attendant  disorders; 
analyzes  audiological  data;  and  prepares  studies  for  scientific  publication. 

4.  Supervises  audiology  students  enrolled  in  professional  training  programs  and 
hospital  medical  personnel  in  audiological  screening  and  identification  procedures. 

5.  Prepares  and  maintains  patients'  audiological  records  and  compiles  monthly, 
quarterly,  and  annual  statistical  reports. 

6.  Orders  and  maintains  electroacoustic  equipment  and  supplies  as  required. 

MINIMUM  QUALIFICATIONS: 

Knowledge,  Abilities  and  Skills:   Requires  the  knowledge  and  abilities  that  enable 
the  Audiologist  to  fulfill  the  expected  competent  performance  requirements   of  the  Speech 
Pathology  and  Audiology  Examining  Committee  of  the  State  of  California,  medical  protocols, 
and  the  Department  of  Public  Health. 

License:  Requires  possession  of  a  current,  valid  license  as  an  Audiologist  issued 
by  the  California  State  Speech  Pathology  and  Audiology  Examining  Committee. 

ADOPTED:   Oct.  3,  1983 


Sf  hi,  0 

SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
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CLASS  TITLE:  SPEECH  PATHOLOGIST  CODE:  25^2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  diagnostic  evaluation  and  direct  individual 
therapy  for  persons  with  speech  and/or  language  disorders;  performs  audiometric  eval- 
uations; and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

A  Speech  Pathologist  is  distinguished  from  other  therapy  classes  by  the  specific 
services  provided.  An  employee  in  this  classification  is  responsible  for  the  direction 
of  therapy  for  patients  with  speech  and/or  language  deficits,  including  aphasics,  brain 
damaged,  dysarthrics,  laryngectomees,  stutterers,  and  others  with  a  disorder  of  speech. 
There  is  also  responsibility  for  diagnostic  audiometric  evaluations  and  diagnosis  and 
evaluation  of  speech  or  language  deficits. 

EXAMPLES  OF  DUTIES: 

1.  Diagnoses  patients'  speech  and/or  language  disorders;  evaluates  the  patients' 
degree  of  deficit;  evaluates  the  candidates'  potential  for  rehabilitation  and  prognosis 
for  recovery. 

2.  Plans  speech  therapy  programs  designed  for  the  specific  type  of  speech  or 
language  disorders;  conducts  speech  therapy  with  individual  patients  on  an  in-patient 
and  out-patient  basis;  evaluates  the  patients'  progress. 

3.  Confers  and  coordinates  with  doctors,  nurses,  social  workers,  occupational  and 
physical  therapists  and  other  professionals  concerned  with  the  patients'  rehabilitation 
in  order  to  exchange  information;  prepares  the  patient  for  discharge  through  family 
consultation  and  referral  to  outside  agencies. 

k.     Keeps  medical  records  and  prepares  reports  on  treatments,  progress,  and  results 
and  prepares  related  forms,  requests  and  reports. 

5.  Obtains  and  prepares  various  therapy  materials  and  supplies,  as  required. 

6.  Performs  audiometric  evaluations;  assists  in  the  fitting  of  hearing  aids; 
provides  follow-up  instruction  in  the  use  of  the  hearing  aid. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  possession  of  a  Master's  Degree  with  major 
emphasis  in  the  field  of  speech  pathology. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge  of:  principles, 
methods,  equipment  and  basic  theory  of  speech  therapy  in  an  institutional  or  clinical 
setting;  anatomy  and  physiology  of  skeletal,  muscular,  neural  and  other  physical  structures 
as  they  relate  to  speech;  pathologies  and  injuries  which  result  in  speech  impairment; 
principles  of  psychology,  especially  as  they  relate  to  the  application  of  speech  therapy; 
child  growth  and  development  of  children  with  speech  defects. 


CLASS  TITLE:   SPEECH  PATHOLOGIST  CODE:   25^2 

MINIMUM  QUALIFICATIONS:  continued 

Requires  ability  and  skill  to:  Plan,  organize,  direct  and  develop  a  speech 
therapy  program;  instruct  and  supervise  others  in  speech  therapy  work;  understand 
and  follow  physician's  prescriptions  and  other  technical  instructions  involved; 
instruct  and  gain  confidence  and  cooperation  from  patients;  install  appropriate 
attitudes  toward  speech  rehabilitation;  instructs  families  and  others  in  the  care 
and  treatment  of  patients  with  speech  defects. 

License:  Requires  possession  of  a  California  State  license  issued  by  the  Board 
of  Medical  Examiners  for  Speech  Pathology;  OR 

Certificate  Requirements :  Requires  possession  of  a  current  valid  certificate  in 
Clinical  Competence  issued  by  the  American  Speech  and  Hearing  Association. 

PROMOTIVE  LINES: 

TO:    No  normal  lines  of  promotion 

FROM:  Original  entrance  examination 

AMENDED:  3/1/76 


CLASS  TITLE:  HANDICRAFT  INSTRUCTOR  CODE:   25U6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  carries  out  a  prescribed  program  of 
subprofessional  occupational  therapy  activities  in  connection  with  the 
rehabilitation  of  patients  or  inmates  at  a  hospital,  convalescent  or 
rest  home;  and  performs  related  duties  as  required. 

Requires  normal  responsibility  for  the  performance  of  duties  in  ac- 
cordance with  detailed  instructions  and  established  procedures;  continu- 
ing contacts  with  patients  and  some  contact  with  volunteer  workers. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  instructing  and  training  patients  in  various  craft 
room  or  shop  and  handicraft  activities  such  as  woodworking,  art  work  and 
painting  of  various  objects,  leather  craft,  metal  craft,  lapidary,  tile 
mosaic,  ceramic  work  and  basket  weaving. 

2.  Performs  similar  duties  at  patient's  bedside;  wheels  cart  con- 
taining handicraft  materials,  tools,  etc.  to  patients  on  various  wards; 
carries  out  instructions;  trains  and  assists  patients  in  performing  var- 
ious handicraft  operations  as  prescribed  by  attending  physicians. 

3.  May  perform  duties  of  orderly  and  other  related  duties  as  re- 
quired or  directed. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  one  year  of  experience  in  crafts  instruction  or 
similar  work,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge  of 
the  operation  of  various  hand  and  power  tools  and  light  equipment,  such 
as  woodworking,  jigsaw,  planer,  lapidary  cutting  and  polishing  equipment, 
potter's  wheel,  etc. 

Requires  skill  and  ability  to  work  with  patients  in  instructing  and 
assisting  them  with  various  handicraft  projects  in  a  kind,  congenial  and 
helpful  manner. 

PROMOTIVE  LINES: 

To:   No  normal  line  of  promotion. 

From:   Original  entrance  examination. 


« 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   OCCUPATIONAL  THERAPIST  CODE:   25^8 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  assists  in  the  treatment  and  rehabilitation  of 
patients  in  hospitals  and  other  institutions  by  providing  them  with  directed  oc- 
cupational therapy  activities  according  to  prescriptions  of  attending  physicians; 
and  performs  related  duties  as  required. 

Requires  normal  responsibility  for:   following  established  methods  and  pro- 
cedures; achieving  minor  economies  and/or  preventing  minor  losses  through  proper 
use  and  handling  of  equipment,  materials  and  supplies;  making  regular  contacts  with 
patients  and  other  employees;  preparing  simple  routine  records  and  reports  of  patient 
treatment  and  progress.  Work  involves  some  physical  effort  in  standing,  walking, 
bending  and  manual  dexterity,  with  some  minor  exposure  to  accident  or  health  hazards 
and  some  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  administers  occupational  therapy  treatment  programs  for  patients 
as  prescribed  by  physicians. 

2.  Conducts  various  performance  tests  with  individual  patients  in  the  skills 
applied  to  activities  of  daily  living;  gives  personal  instruction  and  help  in  the 
areas  of  demonstrated  deficiencies. 

3.  Constructs  self-help  equipment  and  hand  splints  to  enable  patients  to  per- 
form normal  skills  and  engage  in  therapeutic  activities;  assists  patients  in  com- 
pleting assigned  projects  such  as  leathercraft ,  weaving  and  sewing;  instructs 
patients  in  self-feeding  skills  and  transfer  acticities. 

k.     Assists  patients  to  tilt  table;  straps  them  into  position;  adjusts  their 
angle  of  standing  to  best  suit  their  condition. 

5.  Requisitions  equipment,  materials  and  supplies  to  be  used  in  occupational 
therapy  activities  as  required. 

6.  Maintains  individual  patient  charts  indicating  treatments,  objectives  and 
progress;  prepares  initial  and  periodic  reports  of  progress. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college  or  university 
with  a  baccalaureate  degree,  with  major  course  work  in  occupational  theraphy,  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge  of  modern 
occupational  therapeutic  principles  and  practices,  including  various  applied  arts 
and  handcrafts. 

Requires  ability  and  skill  to:   Vj'ork  with  and  inspire  confidence  of  patients 
having  a  wide  range  of  physical  and  mental  handicaps;  use  various  hand  and  power 
tools  normal  to  the  occupational  therapist's  duties;  carry  out  a  program  of  therapy 
to  meet  the  needs  of  individual  patients 

License  or  Certificate  Requirements:   Requires  registration  as  an  occupational 
therapist. 

PROMOTIVE  LINES: 

To   :   Senior  Occupational  Therapist 

From:   Original  Entrance  Examination 


I 


CLASS  TITLE:   SENIOR  OCCUPATIONAL  THERAPIST  CODE:   2550 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  supervises  and  participates  in  the  treatment 
and  rehabilitation  of  patients  in  hospitals  and  other  institutions  by- 
providing  them  with  directed  activities;  assigns  activities  according 
to  prescriptions  of  physicians;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
occupational  therapy  methods  and  procedures;  achieving  economies  and/or 
preventing  losses  through  enforcing  the  proper  and  efficient  handling 
of  equipment,  materials  and  supplies;  making  routine  contacts  with 
employees,  nurses,  physicians  and  individual  patients;  making,  gather- 
ing and  reviewing  simple  records  and  reports  of  time  and  work  accomp- 
lished and  patient  treatment  and  progress.  Nature  of  position  requires 
sustained  physical  effort  including  standing,  walking,  bending  and 
manual  dexterity,  with  some  exposure  to  illness,  accident  and  health 
hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  number  of  occupational  therapists  and  students- 
in- training  in  treating  patients  with  occupational  therapy  as  pres- 
cribed by  referring  physicians;  interprets  departmental  policies,  rules 
and  regulations  to  subordinate  employees;  assigns  duties;  checks  and 
evaluates  work  performance. 

2,  Plans  treatment  programs  for  each  referred  patient;  evaluates 
capabilities;  supervises  and  participates  and  carries  out  treatments. 

3=  Supervises  and  participates  in  the  testing  and  training  of 
patients  to  feed  themselves,  to  get  in  and  out  of  bed  and  to  perform 
other  activities  normal  to  daily  living. 

U.  Operates  tilt  tables;  straps  patients  to  them  and  determines 
proper  angle  and  duration  of  time  that  each  patient  can  tolerate; 
makes  self-care  devices  such  as  feeding  utensils  and  hand  splints. 

5.  Supervises  and  participates  in  initiating  handicraft  pro- 
jects such  as  leatherwork,  sewing  and  woodwork;  assists  patients  in 
completing  such  projects. 

6.  Prepares  annual  budgetary  needs  for  personal  services,  equip- 
ment, materials  and  supplies;  prepares  quarterly  and  annual  reports 

as  to  case  treatment  load  and  patient  progress;  replenishes  department 
equipment,  materials  and  supplies  as  needed. 

7.  Attends  clinics  and  conferences  pertaining  to  treatment  of 
patients;  confers  with  physicians  and  others  concerned  on  treatment 
plans  and  required  changes;  plans  recreational  activities  for  patients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  occupational  therapy. 

Requires  at  least  two  years  of  clinical  working  experience,  in- 
cluding demonstrated  supervisory  ability,  or  an  equivalent  combination 
of  training  and  experience. 


CLASS  TITLE:   SENIOR  OCCUPATIONAL  THERAPIST   (continued)    CODE:   2550 

Knowledge,  Abilities  and  Skills:  Requires  thorough  working  knowledge 
of  modern  occupational  therapeutic  principles  and  practices,  including 
various  applied  arts  and  handicrafts. 

Requires  ability  and  skill  to:  plan,  organize,  supervise  and  inspect 
work  of  subordinates;  work  with  and  inspire  confidence  of  patients  with 
a  wide  range  of  physical  and  mental  handicaps;  use  the  various  hand  and 
power  tools  normal  to  the  occupational  therapist's  duties;  carry  out 
and  plan  a  program  of  therapy  to  meet  the  needs  of  individual  patients. 

License  or  Certificate  Requirements:   Requires  registration  as  an 
occupational  therapist. 

PROMOTIVE  LINES. 

To:  No  normal  line  of  promotion. 

From:  Occupational  Therapist 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
SAN  FRANCISCO  DEPARTMENT  OF  HUMAN  RESOURCES 

2551  MENTAL  HEALTH  TREATMENT  SPECIALIST 

Definition: 

Under  general  supervision,  implements  treatment  for  mentally  ill  patients  in  the  areas  of  self  care, 
productive  and  leisure  activities;  assists  with  data  collection  and  evaluation  of  patient  functional 
skills;  adapts  treatment  environment  to  patient  needs;  supervises  health  workers  and  volunteers. 

Distinguishing  Features: 

The  Mental  Health  Treatment  Specialist  is  distinguish  from  class  2555  Physical  Therapy  Assistant 
in  that  the  Mental  Health  Treatment  Specialist  provides  therapeutic  treatment  in  self  care  and 
productive  and  leisure  activities  including  occupational  therapy  and  recreational  and  creative  art 
therapy.  Whereas,  the  Physical  Therapy  Assistant  administers  assigned  physical  therapy. 

Supervision  Exercised 

Supervises  health  workers  and  volunteers  in  the  implementation  of  treatment  plans  for  patients. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  duties  assigned  to  this  class  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Develops,  implements  and  coordinates  treatment  goals  and  planS  in  collaboration  with  the 
Clinical  Supervisor. 

2.  Plans  and  participates  in  group  and  individual  activities. 

3.  Adapts  treatment,  environment,  tools,  materials,  and  activities  according  to  patient  individual 
needs. 

4.  Assists  with  data  collection  and  evaluation  patient  functional  skills  in  self  care,  productive  and 
leisure  activities. 

5.  Maintains  treatment  areas,  equipment  and  supplies. 

6.  Maintains  records  and  documentation. 

7.  Supervises  health  workers  and  volunteers. 

8.  Performs  related  duties  as  assigned. 


2551  MENTAL  HEALTH  TREATMENT  SPECIALIST 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  occupational  and/or  recreational  therapy  principles,  practices  and  techniques; 
group  dynamics;  mental  and  emotional  disabilities  and  diseases;  health  and  safety  standards; 
standard  assessment  tools  and  methods.  Ability  to:  apply  or  utilize  occupational  and/or 
recreational  therapy  principles,  practices  and  techniques;  use  group  dynamics,  implement 
appropriate  treatment  plans;  communicate  effectively  orally  and  in  writing,  work  with  others;  use 
standard  assessment  tools  and  methods. 

Experience  and  Training  Guidelines: 

Experience:  Six  months  experience  as  a  therapy  assistant  working  with  mentally  ill  patients. 

Training.  Baccalaureate  degree  in  occupational,  recreational,  art  or  music  therapy  or  a  related 
degree  from  an  accredited  college. 

Certificate:  An  occupational  therapy  assistant  certificate  from  an  accredited  college  may  be 
substituted  for  the  required  education. 

ADOPTED        8/5/96 

REASON  FOR  CREATION  OF  A  NEW  CLASS 

There  is  no  existing  class  that  adequately  describes  the  essential  functions  of  this  class. 


(RETITLED  fflD  MENDED) 

SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
151  City  Hall 

CLASS  TITLE:   DIRECTOR  OF  ACTIVITY  THERAPY  AND  VOLUNTEER  SERVICES      CODE:   2552 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  develops,  supervises  and  participates  in  a  program 
of  activity  therapy  and  volunteer  services  concerned  with  the  treatment,  care  and 
rehabilitation  of  residents  and  patients  of  a  public  health  facility;  orients  and 
trains  volunteer  workers  and  supervises  their  activities;  trains  and  supervises 
regularly  assigned  personnel;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   Developing,  coordinating,  originating 
and  executing  policies,  methods  and  procedures  for  the  overall  administration  of 
recreational  activities  and  volunteer  services;  achieving  considerable  economies 
and/or  preventing  considerable  losses  through  the  efficient  organization  and 
administration  of  a  number  of  activities  and  services  which  directly  and  indirectly 
amount  to  a  large  sum;  making  continuing  contacts  with  other  departments,  employees 
and  representatives  of  civic  and  volunteer  organizations  and  groups  involving 
discussions,  explanation,  and  interpretation  of  all  recreational  activities  and 
volunteer  services  in  order  to  obtain  their  cooperation  and  assistance;  gathering 
and  compiling  information,  operating  data,  and  records  of  acitivities  and  services, 
and  clinical  notes  and  records. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  coordinates,  supervises  and  participates  in  an  activity  therapy 
program  for  an  assigned  public  health  unit,  including  musical  or  dramatic  presen- 
tations, field  trips,  athletics,  parties  and  dances,  special  events  and  tours. 

2.  Recruits,  orients,  trains,  assigns,  and  supervises  volunteer  workers 
assisting  in  activity  therapy  activities;  supervises  staff  assigned  to  the  activity 
therapy  program. 

3.  Cooperates  with  various  community,  civic  and  welfare  agencies  engaged  in 
performing  work  in  the  related  fields  of  recreational  volunteer  activities;  develops 
and  maintains  high  level  public  relations  with  such  groups;  interprets  and  explains 
therapy  program  rules  and  regulations. 

k>       May  participate  in  staff  conferences  for  patient  evaluation,  contributing 
observations  on  patients'  attitudes,  social  adjustment,  and  general  progress. 

5.  Organizes,  supervises  and  assists  in  the  maintenance  of  records  and 
reports  of  various  types  of  activities;  prepares  rough  budget  for  needs  of  activity 
therapy  program. 

6.  Coordinates  activity  therapy  and  volunteer  programs  with  those  of  other 
public  health  units. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college  or  univer- 
sity with  a  baccalaureate  degree  with  major  course  work  in  recreation  or  recreation 
therapy  or  occupational  therapy,  preferably  including  or  supplemented  by  courses 
in  adult  recreation  and/or  social  welfare. 

Requires  at  least  two  years  of  increasingly  responsible  experience  in  a  pro- 
gram of  activity  therapy  or  adult  recreation  in  a  medical  setting;  or  an  equiva- 
lent combination  of  training  and  experience. 


-  2  - 

CODE:  2552  -  Cont'd 


MINIMUM  QUALIFICATIONS:  Continued 


Knowledge.  Abilities  »nd  Skills:   Requires  a  thorough  working  knowledge  of: 
Principles  and  techniques  of  group  and  individual  activities  "as  applied  to  mental 
and/or  physical  rehabilitation  programs;  public  contact  work  as  applicable  to  the 
organization  and  direction  of  community  agencies  and  civic  groups;  community 
services  and  resources. 

Requires  exceptional  skill,  tact  and  ability  to:   Solicit,  organize  and 
supervise  programs  for  recreational  activities  and  volunteer  services  as  applied 
to  residents  and  patients  of  a  public  health  facility. 

PROMOTIVE  LINES: 

To   :  No  normal  lines  of  promotion 

From:  Original  entrance  examination 


AMENDED:  May  26,  1969 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   DIRECTOR  OF  VOLUNTEER  SERVICES, DOCUMENT!  DEFT.  C0DE.   25g3 


LAGUNA  HONDA  HOSPITAL 


[/.AY  1  8  1989 


CHARACTERISTICS  OF  THE  CLASS:  GAN  fraimci^O 

PUBLIC  »_ikha»v 

Under  general  direction,  plans,  develops,  implements  and  monitors  the 
volunteer  services  program  at  Laguna  Honda  Hospital,  a  large  acute  and  skilled 
nursing  facility  which  provides  treatment  and  rehabilitation  to  predominantly 
frail,  elderly  patients;  selects,  trains,  and  evaluates  volunteer  and  regularly 
assigned  paraprofessional  staff;  plans  and  coordinates  major  recruitment  and 
information  programs;  manages  the  departmental  budget;  provides  liaison  and 
staff  support  to  the  Board  of  Directors  of  the  volunteer  auxiliary;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  Director  of  Volunteer  Services  is  responsible  for  providing  direction 
and  coordination  for  all  volunteer  services  at  Laguna  Honda  Hospital  and  has 
accountability  for  all  program  activities  and  volunteers.  This  one-position 
class  is  distinguished  from  Director  of  Activity,  Therapy  and  Volunteer 
Services  in  that  the  latter  is  primarily  responsible  for  the  implementation  of 
an  activity  program  of  more  limited  scope  within  a  discrete  setting  such  as 
health  center  or  psychiatric  unit.  The  position  is  also  distinguished  from  the 
lower  level  Health  Worker  IV,  Activity  Leader  in  that  the  latter  functions 
under  closer  professional  supervision  and  typically  supervises  a  much  smaller 
staff  of  paraprofessionals  and/or  volunteers  engaged  in  activities  of  a 
component  of  a  larger  program. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be 
considered  a  restriction  on  the  assignment  of  duties  not  specifically  listed." 
(CSC  Rule  7) 

1.  Develops  and  implements  goals,  objectives,  policies  and  procedures  for 
the  department  in  compliance  with  local,  state  and  federal  laws  and 
institutional  policies;  evaluates  existing  services  and  needs;  and  plans, 
develops,  and  promotes  new  volunteer  programs. 

2.  Recruits,  selects,  orients,  trains  and  evaluates  directly,  and  through 
subordinates,  paraprofessional  supervisory  staff;  regularly  assigned  volunteer 
staff;  community  groups  and  individuals  providing  volunteer  services;  and 
clerical  support  personnel. 

3.  Prepares  and  manages  the  departmental  budget  for  personnel,  equipment 
and  supplies;  monitors  auxiliary  funding  including  non-city  funded  capital 
improvement  projects  related  to  volunteer  programs. 

4.  Initiates  and  develops  cooperative  and  liaison  relationships  with 
administrative  and  departmental  staff  to  ensure  effective  utilization  of 
volunteer  resources  throughout  the  facility;  educates  hospital  personnel, 
medical  staff,  and  patients  regarding  volunteer  programs;  provides  liaison  and 
staff  services  to  the  volunteer  auxiliary;  represents  the  volunteer  program  on 
various  committees  and  interacts  with  agencies  and  community  organizations. 

5.  Develops,  coordinates,  and  implements  major  recruitment  and  information 
programs  and  events;  prepares  proposals  and  solicits  services  from  a  variety  of 
agencies,  such  as  foundations  and  performing  arts  groups. 

6.  Prepares  and  maintains  records  and  reports,  including  personnel 
records  and  statistical  reports  on  program  activities. 


CLASS  TITLE:  DIRECTOR  OF  VOLUNTEER  SERVICES,  CODE:   2553 

LAGUNA  HONDA  HOSPITAL 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual if ications. . .and  other 
particulars. . .App I i cants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Know I edge ,  Ab  i I i  t  i  es  and  Sk  i 1 1 s :  Know  I  edge  of :   I ega I  i  mp I i  cat  i  ons  of 
volunteer  services  within  a  skilled  nursing  facility;  knowledge  and 
understanding  of  the  rehabilitative  process. 

Ability  to:  plan  and  direct  the  activities  of  the  volunteer  services 
department;  establish  effective  working  relationships  with  a  variety  of  staff, 
community  groups,  and  individuals;  prepare  and  evaluate  records  and  reports. 

ADOPTED:   4/3/89 
#4075c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  THERAPY  AIDE  CODE:  2554 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  assists  Occupational  and  Physical  Therapists 
in  administering  treatment  as  prescribed;  sets  up,  cleans  and  maintains 
therapy  equipment  and  treatment  area;  observes  patients  and  reports  any  unusual 
condition  or  behavior  to  therapist;  makes  routine  contacts  with  other 
employees,  individual  patients,  nurses  and  physicians;  prepares  simple 
records;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

As  a  member  of  the  health  care  team,  the  Therapy  Aide  assists  the 
Registered  Occupational  and/or  Physical  Therapists  in  routine  and  repetitive 
therapy  activities,  following  established  techniques,  methods  and  procedures. 
Incumbents  administer  a  variety  of  routine,  non-professional  therapeutic 
procedures  in  the  care  of  acutely  ill  or  rehabilitative  patients. 

Positions  in  this  class  are  distinguished  from  the  next  higher  classes  of 
Physical  Therapy  Assistant,  Physical  Therapist  and  Occupational  Therapist  in 
that  employees  in  these  latter  classes  perform  more  complex  and  difficult 
therapeutic  procedures  with  a  greater  latitude  for  independent  judgment  and 
require  State  licensure  or  certification. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7). 

1.  Accompanies  or  transports  patients  to  and  from  the  therapeutic  units; 
assists  in  lifting  and  positioning  patients  for  treatment. 

2.  Assists  thereapists  in  preparing  patients  for  treatment  involving  the 
use  of  therapeutic  equipment  such  as  whirlpool,  baths,  infra-red  and  ultra 
violet  lamps  and  administering  less  difficult  treatments  as  prescribed; 
assists  patients  with  routine  therapeutic  activities  as  directed  by  the 
therapist,  including  gait  training,  use  of  walkers,  crutches  and  canes,  and 
performance  of  tasks  of  daily  living  such  as  dressing,  eating  or  grooming. 

3.  Observes  patients  during  their  treatment  and  reports  any  unusual 
and/or  adverse  changes  in  the  patients'  conditions  to  therapist  or  health  care 
team  members. 

4.  Cleans,  disinfects,  and  maintains  equipment  and  prepares  treatment 
area  for  patient  care;  assists  in  assembling  therapeutic  devices  such  as 
splints  and  crutches. 

5.  Prepares  and  maintains  routine  records  and  charts  of  patients' 
treatments  provided  by  therapy  aide;  monitors  equipment,  linen,  and  supply 
inventories. 


DOCUMENTS  DEPT. 
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CLASS  TITLE:  THERAPY  AIDE  CODE:  2554 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications  and  other 
particulars. . .Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply".   (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Knowledge  of  proper  methods  of  lifting 
and  moving  patients. 

Ability  and  skill  to  effectively  work  with  disabled  individual  patients 
and  groups;  follow  oral  and  written  instructions;  comply  with  common  hospital 
safety  practices  and  procedures;  and  learn  to  administer  simple  therapeutic 
procedures  under  the  direction  of  a  therapist. 

AMENDED:   1-26-87 

#01 54b 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  PHYSICAL  THERAPIST  ASSISTANT  CODE:  2555 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision  and  as  prescribed  by  referring  physicians  or 
registered  physical  therapists,  administers  assigned  physical  therapy 
treatments  and  teaches  functional  mobility  skills  to  patients;  adjusts 
assistive  devices  and  fabricates  splints;  assesses  and  reports  on  patients' 
progress  in  attaining  maximal  function;  and  performs  related  duties  as 
required. 

DISTINGUISHING  FEATURES: 

As  a  member  of  the  health  care  team,  the  Physical  Therapist  Assistant 
performs  delegated  treatment  procedures  under  the  guidance  of  a  registered 
Physical  Therapist. 

Positions  in  this  class  are  distinguished  from  the  next  higher  class  of 
Physical  Therapist  in  that  positions  in  the  latter  class  perform  more  complex 
and  difficult  therapeutic  procedures  with  a  greater  latitude  of  independent 
judgment  and  require  State  licensure.  This  position  is  distinguished  from  the 
next  lower  class  of  Therapy  Aide  in  that  the  latter  is  responsible  for  routine 
and  repetitive  therapy  activities. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a  restriction  on  the  assignment  of  duties  not 
specifically  listed."  (CSC  Rule  7) 

1.  Administers  assigned  physical  therapy  treatment  to  patients 
including  therapeutic  exercise,  massage,  coordination,  gait  training,  transfer 
training  and  endurance  training;  adjusts  and  fabricates  assistive  devices. 

2.  Applies  treatment  modalities  such  as  ultrasound,  electrical 
stimulation,  paraffin,  traction,  hot/cold  packs  and  whirlpools  to  patients. 

3.  Trains  patients  in  functional  activities,  such  as  wheelchair 
mobility  and  various  transfer  techniques;  instructs  patients  and  their 
families  in  the  proper  procedures  and  techniques  included  in  the  home  program. 

4.  Monitors  patient  progress  and  administers  appropriate  treatment 
accordingly;  reports  to  supervising  physical  therapists  any  significant 
changes. 

5.  Schedules  patients  for  treatments;  maintains  accurate  records  of 
physical  therapy  treatments  performed. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars...  Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Good  working  knowledge  of:  current 
physical  therapy  treatment  methods  including  a  wide  range  of  therapeutic 
exercises;  indications  and  contra-indications  of  treatment;  various  types  of 
walkers,  canes,  and  crutches;  basic  knowledge  of  pathology,  anatomy  and 

"Oology.  DOCUMENTS  DEPT. 
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CLASS  TITLE:  PHYSICAL  THERAPIST  ASSISTANT  CODE:  2555 

QUALIFICATIONS:  (Cont.) 

Ability  to:  exercise  judgment  in  the  use  of  therapeutic  exercise 
suitable  to  individual  patient;  recognize  unusual  conditions  or  behaviors  of 
individual  patients  and  report  same  to  registered  physical  therapist;  lift  and 
transfer  patients;  stand  for  prolonged  periods;  plan  and  organize  work; 
communicate  both  verbally  and  in  writing. 

License/Certification:  Requires  possession  of  a  valid  Certificate  of 
Approval  as  a  Physical  Therapist  Assistant  issued  by  the  California  State 
Board  of  Medical  Examiners. 

ADOPTED:  5/18/87 

#0094m 


CLASS  TITLE;   PHYSICAL  THERAPIST  CODE;   2556 

CHARACTERISTICS  OF  THE  CLASS; 

Under  supervision,  administers  physical  therapy  treatments  as  pres- 
cribed by  referring  physicians;  observes  any  physical  changes  in  patients 
and  reports  to  physicians  and  others  concerned;  instructs  physical  therapy 
aides  in  assisting  with  simple  therapy  treatments;  and  performs  related 
duties  as  required. 

Requires  normal  responsibility  for;  following  established  physical 
therapy  techniques,  methods  and  procedures;  achieving  minor  economies 
and/or  preventing  minor  losses  through  proper  handling  of  equipment, 
materials  and  supplies;  making  routine  contacts  with  other  employees, 
individual  patients,  nurses  and  physicians.   Nature  of  position  requires 
sustained  physical  effort  and  manual  dexterity  involving  continuous 
light  work  and  occasional  heavy  work  in  administering  physical  therapy 
treatments,  with  some  exposure  to  illness  and  accident  hazards  and  disa- 
greeable elements. 

EXAMPLES  OF  DUTIES: 

1.  Administers  physical  therapy  treatments  according  to  physicians' 
prescriptions  including  therapeutic  exercises,  manual  reduction,  manual 

muscle  testing,  gait  training  and  massage. 

2.  Uses  and  applies  various  physical  means  of  treatment  of  diseases 
or  injuries  including  dry  and  moist  heat,  massage,  light,  water  and 
electricity;  observes  precautions  for  the  safe  and  efficient  application 
of  all  methods. 

3.  Checks  and  observes  adverse  changes  in  conditions  of  patients; 
reports  unusual  signs  and  symptoms  to  medical  or  nursing  staff. 

h.      Instructs  student  vocational  nurses  and  non-professional  per- 
sonnel in  elementary  physical  therapy  procedures  and  techniques, 

5.  Instructs  and  treats  patients  in  self -care  activities  and  exer- 
cises; also  in  correct  gait  patterns  with  such  supports  as  may  be  nec- 
essary including  parallel  bars,  walkers,  crutches  and  canes. 

6,  Where  indicated,  applies  sterile  dressings  following  treatments 
and  exercises,  including  ace  bandages,  splints  and  braces;  assists  in 
preparing  patients  for  examination;  reports  patients'  progress  to 
physician. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  approved  school 
of  physical  therapy;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills;  Requires  good  working  knowledge 
cf  the  theory  and  application  of  physical  therapy  rehabilitation  methods 
and  treatments. 

Requires  natural  interest,  ability  and  skill  to  work  with  incapacitated 
individual  patients  and  groups. 

License  or  Certificate  Requirements;   Requires  registration  as 
a  physical  therapist  with  the  state  board  of  medical  examiners. 


CLASS  TITLE:   PHYSICAL  THERAPIST  (Continued)  CODE:   2^56 

PROMOTIVE  LINES? 

To:   Senior  Physical  Therapist 

From:   Original  entrance  examination 


SAN  FRANCISCO  DEPARTMENT  OF  HUMAN  RESOURCES 
CLASS  TITLE:  DIRECTOR  OF  THERAPEUTIC  ACTIVITIES,  LHH  CODE:  2557 


DEFINITION: 

Under  general  administrative  direction,  directs  the  inpatient  programs  of  the  Activity  Therapy  Department 
and  Volunteer  Services  of  Laguna  Honda  Hospital,  a  large  acute  and  skilled  nursing  facility  which 
provides  treatment  and  rehabilitation  to  predominantly  frail,  elderly  patients;  ensures  that  programs  meet 
established  standards;  supervises  and  trains  subordinate  personnel;  coordinates  departmental  activities  with 
those  of  other  hospital  departments;  functions  as  departmental  liaison  and  representative;  manages  the 
department's  budget;  and  performs  related  duties  as  required. 


DISTINGUISHING  FEATURES: 

The  2557  Director  of  Therapeutic  Activities  reports  to  the  Director  of  Nursing  Services,  Laguna  Honda 
Hospital,  and  functions  as  the  head  of  the  Activity  Therapy  Department  and  Volunteer  Services  which 
provide  social,  creative,  educational,  recreational,  physical  activities  and  volunteer  services  to  patients  in  a 
skilled  nursing  facility.  This  classification  differs  from  other  therapist  classifications  such  as  occupational 
or  physical  therapy,  in  that  the  therapies  provided  by  those  classes  have  the  restorative  goals  of  correcting 
or  remedying  a  disability.  This  classification  also  differs  from  that  of  the  2552  Director  of  Activity 
Therapy  and  Volunteer  Services  in  that  positions  in  that  class  are  not  departmental  administrators  but  work 
directly  with  small  groups  of  patients,  usually  in  a  mental  health  setting. 


SUPERVISION  EXERCISED:   Supervises  staff  of  activity  leaders  and  others. 


EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  ?,  the  duties  specified  below  are  representative  of  the  range 

of  duties  assigned  to  this  class  and  are  not  intended  to  be  an  inclusive  list. 

1.  Plans,  initiates,  directs,  and  evaluates  programs,  policies  and  procedures  to  ensure  that  the  Department 
of  Activity  Therapy  and  Volunteer  Services  is  in  compliance  with  standards  established  by  hospital 
administration,  funding  and  accrediting  agencies. 

2.  Selects,  trains,  supervises,  and  evaluates  a  staff  of  activity  leaders,  supervisors,  community  groups  and 
individuals  providing  volunteer  services,  clerical  staff,  including  clinical  development  of  appropriate  staff 
through  continual  training. 

3.  Coordinates  with  personnel  in  other  hospital  departments  in  order  to  maximize  use  of  the  services  of 
the  Activity  Therapy  Department  and  Volunteer  Services;  provides  interdepartmental  training  and  serves 
as  a  member  of  hospital  standing  committees;  promotes  new  volunteer  programs;  provides  liaison  and 
staff  services  to  the  volunteer  auxiliary. 

4.  Represents  the  Department  before  a  variety  of  agencies,  including  regulatory  and  accrediting  agencies 
engaged  in  inspections  and  site  visits;  acts  as  a  liaison  to  a  variety  of  outside  organizations  and 
individuals. 

5.  Prepares  and  manages  the  departmental  budget;  prepares  and  maintains  records  and  reports;  prepares 
analyses  of  data  related  to  departmental  operations. 

6.  Develops,  coordinates,  and  implements  major  recruitment  and  information  programs  and  events; 
prepares  proposals  and  solicits  services  from  a  variety  of  agencies,  such  as  foundations  and  performing 
arts  groups. 


CLASS  TITLE:  DIRECTOR  OF  THERAPEUTIC  ACTIVITIES,  LHH  CODE:  2557 


JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  the  entire  range  of  activity  therapy  programs  in  skilled  nursing  facilities;  program  and 

administrative  standards  of  funding  and  accrediting  agencies;  the  rehabilitative  process  involving  frail, 

elderly  patients;  legal  implications  of  volunteer  services  within  a  skilled  nursing  facility. 

Ability  and  skill  in:  supervising  and  training  staff;  developing  and  evaluating  activity  therapy  programs 

and  volunteer  services  programs;  coordinating  services  with  hospital  staff  and  outside  agencies;  analyzing 

program  data,  preparing  and  maintaining  budgets  and  other  administrative  records  and  reports. 


EXPERIENCE  AND  TRAINING  GUIDELINES: 

Experience:  Requires  four  years  of  management/supervisory  experience  in  a  health  care  setting  or  non- 
profit service  organization.   Substitution:   A  Master's  Degree  from  an  accredited  college  or  university  in 
Gerontology,  Therapeutic  Activities  (including  Art,  Dance,  Music  and  Recreation),  Non-profit 
management  or  closely  related  field  may  be  substituted  for  two  years  of  the  management  experience 
requirement.   Management  experience  gained  in  organizations  providing  services  with  a  geriatric  focus  is 
desirable  but  not  a  minimum  requirement. 

License:   None  required. 
ADOPTED:        4/10/96 


REASON  FOR  CREATION  OF  A  NEW  CLASS:  The  essential  functions  of  classes  2559  &  2553  have 
been  consolidated  into  a  new  class  2557  Director  of  Therapeutic  Activities,  LHH.   Abolish  classes:  2559 
Director  of  Activity  Therapy,  LHH  and  2553  Director  of  Volunteer  Services,  LHH. 


CLASS  TITLE:   SENIOR  PHYSICAL  THERAPIST  CODE:   2558 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  directs  and  participates  in  administering 
physical  therapy  treatments  as  prescribed  by  referring  physicians; 
observes  any  physical  changes  in  patients  and  reports  to  physicians  and 
others  concerned;  instructs  physical  therapists  and  aides  in  administer- 
ing physical  therapy  treatments;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out  and  explaining  existing 
policies  and  physical  therapy  techniques,  methods  and  procedures; 
achieving  moderate  economies  and/or  preventing  moderate  losses  through 
enforcing  the  proper  handling  of  equipment,  materials  and  supplies; 
making  regular  contacts  with  employees  and  patients,  nurses  and  physi- 
cians and  occasionally  with  outside  organizations  and  representatives. 
Nature  of  duties  involves  sustained  physical  effort  and  occasional  heavy 
work  and  considerable  manual  dexterity  with  some  exposure  to  illness 
and  accident  hazards  and  disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  a  number  of  physical  therapists  and  students-in- 
training  in  administering  physical  therapy  treatments  as  prescribed  by 
referring  physicians;  interprets  departmental  policies,  rules  and 
regulations  to  subordinate  employees;  assigns  duties;  checks  and  eval- 
uates work  performance. 

2.  Plans  treatment  programs  for  each  referred  patient;  supervises 
and  participates  and  carries  out  treatments. 

3.  Supervises  and  administers  physical  therapy  treatments  accord- 
ing to  physicians'  prescriptions,  including  therapeutic  exercises, 
muscle  re-education,  manual  muscle  testing,  gait  training,  massage, 
electrotherapy,  hydrotherapy,  light  and  other  therapy. 

h.      Instructs  student  vocational  nurses,  students-in-training 
and  auxiliary  personnel  in  elementary  physical  therapy  rehabilitation 
procedures  and  techniques. 

5.  Instructs  and  treats  patients  in  self -care  activities  and 
exercises;  also  in  correct  gait  patterns  with  such  supports  as  may  be 
necessary  including  parallel  bars,  walkers,  crutches  and  canes. 

6.  Cooperates  with  occupational  therapists  and  personnel  of  other 
departments  in  endeavoring  to  achieve  maximum  rehabilitation  of  patients; 

schedules  patients  for  consultation  with  physician  specialists;  assists 
in  preparing  patients  for  examination;  reports  history  treatment  and 
progress  to  physicians,. 

7.  Attends  meetings  of  department  heads;  interprets  administrative 
orders  to  staff  personnel. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  an  approved  school 
of  physical  therapy. 

Requires  two  years  of  experience  in  applying  physical  therapy 
rehabilitation  techniques^  including  demonstrated  supervisory  ability; 
or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE;   SENIOR  PHYSICAL  THERAPIST  (Continued)         CODE;   2558 

Knowledge,  Abilities  and  Skills;  Requires  thorough  working  know- 
ledge of  the  theory  and  application  of  physical  therapy  rehabilitation 
methods  and  treatments. 

Requires  natural  interest,  ability  and  skill  to  work  with  incap- 
acitated individual  patients  and  groups,  and  to  instruct,  train  and 
supervise  subordinates. 

License  or  Certificate  Requirements;  Requires  registration  as  a 
physical  therapist  with  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES; 

To:  No  normal  lines  of  promotion 

From:   Physical  Therapist 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION    SAN  Francisco 

CLASS  TITLE:   DIRECTOR  OF  ACTIVITY  THERAPY,  LAGUNA  HONDA  HOSPITAL   CODE:   2559 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  directs  the  inpatient  programs  of 
the  Activity  Therapy  Department  of  Laguna  Honda  Hospital,  a  large  acute  and 
skilled  nursing  facility  which  provides  treatment  and  rehabilitation  to 
predominantly  frail,  elderly  patients;  ensures  that  activity  programs  meet 
established  standards;  supervises  and  trains  subordinate  personnel; 
coordinates  departmental  activities  with  those  of  other  hospital  departments; 
functions  as  departmental  liaison  and  representative;  manages  the  department's 
budget;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  Director  of  Activity  Therapy  functions  as  the  head  of  a  department 
which  provides  social,  creative,  educational,  recreational,  and  physical 
activities  to  patients  in  a  skilled  nursing  facility.  The  classification 
differs  from  other  therapist  classifications  such  as  occupational  or  physical 
therapy,  in  that  the  therapies  provided  by  those  classes  have  the  restorative 
goals  of  correcting  or  remedying  a  disability. 

This  single-position  classification  also  differs  from  that  of  the  2552 
Director  of  Activity  Therapy  and  Volunteer  Services  in  that  positions  in  that 
class  are  not  departmental  administrators  but  work  directly  with  small  groups 
of  patients,  usually  in  a  mental  health  setting. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Plans,  initiates,  directs  and  evaluates  programs,  policies  and 
procedures  to  ensure  that  the  Department  of  Activity  Therapy  is  in  compliance 
with  standards  established  by  funding  and  accrediting  agencies;  prepares 
analyses  of  required  data  and  represents  the  Department  during  inspections  by 
these  agencies. 

2.  Exercises  responsibility  for  personnel  management  and  line 
supervision  of  a  staff  of  activity  leaders,  supervisors  and  clerical  staff, 
including  clinical  development  of  that  staff  through  continual  training. 

3.  Coordinates  with  personnel  in  other  hospital  departments  in  order  to 
maximize  use  of  the  services  of  the  Activity  Therapy  Department;  provides 
interdepartmental  training  and  serves  as  a  member  of  hospital  standing 
committees. 

4.  Acts  as  a  liaison  to  a  variety  of  outside  organizations  and 
individuals,  including  volunteers. 

5.  Prepares  and  manages  the  departmental  budget;  prepares  and  maintains 
records  and  reports. 


CLASS  TITLE:   DIRECTOR  OF  ACTIVITY  THERAPY,  LAGUNA  HONDA  HOSPITAL   CODE:   2559 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qua  I  if i cat  ions. . .and  other 
particulars. . .app I i cants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CS  Rule  9) 

Know I  edges ,  Ab  i I i  t  i  es  and  Sk  i 1 1 s :  Thorough  knowledge  of:  the  entire 
range  of  activity  therapy  programs  in  skilled  nursing  facilities;  program  and 
administrative  standards  of  funding  and  accrediting  agencies;  the 
rehabilitative  process  involving  frail,  elderly  patients. 

Ability  and  skill  in:  supervising  and  training  staff;  developing  and 
evaluating  activity  therapy  programs;  coordinating  services  with  hospital 
staff  and  outside  agencies;  analyzing  program  data,  preparing  and  maintaining 
budgets  and  other  administrative  records  and  reports. 


ADOPTED:   3/6/89 
#4046c 
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CLASS  TITLE:   REHABILITATION  COORDINATOR  CODE:   2560 

Under  general  direction,  plans,  organizes,  directs,  and  evaluates  staff  in 
the  operation  of  inpatient  and  outpatient  rehabilitation  services  including 
physical  therapy,  occupational  therapy  and  speech  and  language  pathology 
programs;  in  consultation  with  the  medical  director,  develops,  implements  and 
evaluates  rehabilitation  unit  policies,  procedures  and  guidelines  to  ensure 
cost  effective  delivery  of  services;  achieves  quality  patient  care  in 
compliance  with  hospital  standards  and  federal,  state  and  local  legislation; 
prepares  annual  budget  and  monitors  expenditures;  participates  in  various 
meetings  and  committees;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  2560  Rehabilitation  Coordinator  directs  rehabilitation  services  and  is 
responsible  for  planning,  organizing,  directing  and  evaluating  staff  in 
physical  therapy,  occupational  therapy  and  speech  and  language  pathology 
programs.   It  is  distinguished  from  the  lower  level  classes  of  2558  Senior 
Physical  Therapist  and  2550  Senior  Occupational  Therapist  by  the  direction  of 
the  activities  of  employees  in  the  latter  classes  and  responsibility  for 
planning  and  policy  direction  for  an  entire  rehabilitation  unit. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Directs,  implements  and  evaluates  both  inpatient  and  outpatient 
rehabilitation  activities,  including  physical  therapy,  occupational  therapy 
and  speech  and  language  pathology  programs. 

2.  Selects,  trains  and  evaluates  professional  and  ancillary  staff 
including  senior  physical  and  occupational  therapists,  physical  and 
occupational  therapists  and  assistants  and  aides,  speech  and  language 
pathologist,  and  clerical  staff. 

3.  Consults  and  coordinates  with  therapists  and  medical  personnel 
regarding  procedures  and  problems  and  recommends  treatment  as  necessary 

4.  Develops,  implements  and  evaluates  rehabilitation  unit  policies, 
procedures  and  guidelines  to  ensure  cost  effective  delivery  of  services  and 
achieve  quality  patient  care  in  compliance  with  hospital  standards  and 
federal,  state  and  local  legislation;  monitors  quality  assurance  programs; 
prepares  various  reports. 

5.  Develops,  implements  and  monitors  the  annual  budget  for  personnel, 
equipment  and  supplies;  monitors  staff  performance. 

6.  Develops  and  maintains  ongoing  in-service  education  for  staff; 
determines  appropriate  continuing  education. 


CLASS  TITLE:   REHABILITATION  COORDINATOR  CODE:   2560 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications  and  other 
particulars. . .appi i cants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Comprehensive  knowledge  of:  theory,  principles  and  practices  of  current 
rehabilitation  techniques  including  physical  and  occupational  treatment 
methods,  such  as  exercises,  manual  muscle  testing,  range  of  motion, 
electro-therapy,  hydrotherapy  and  sterile  techniques;  indications  and 
contra- indications  for  treatment;  pathology,  anatomy  and  kinesiology;  various 
types  of  walkers,  cruthes,  and  prosthetic  devices. 

Ability  to:  plan  and  direct  the  work  of  subordinate  staff;  effectively 
communicate  both  orally  and  in  writing;  formulate  and  revise  unit  policies  and 
procedures;  understand  and  interpret  physicians'  orders;  and  establish  and 
maintain  effective  working  relationships  with  medical  staff,  hospital 
administrators,  therapists  and  the  community. 

License:  Requires  registration  as  either  a  Physical  Therapist, 
Occupational  Therapist  or  Speech  Therapist  licensed  by  the  California  State 
Board  of  Medical  Examiners. 


ADOPTED:   12-5-88 
#4029c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   OPTOMETRIST  CODE:   256l 

CHARACTERISTICS  OF  THE  CLASS 

Under  general  supervision,  as  a  member  of  the  eye  rervice  team,  provides  pro- 
fessional optometric  services  for  clinic  patients;  examiner  eyes  for  defects  and 
faults  of  refraction;  prescribes  corrective  lenses  or  exercises;  consults  with  and 
makes  referrals  to  medical  staff;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  class  is  the  full  professional  level  of  Optometrist;  employees  are  cer- 
tified by  the  State  Board  of  Optometry,  and  performs  the  full  range  of  optometric 
services. 

EXAMPLES  OF  DUTIES: 

1.  Screens  patients  with  ocular  complaints  in  the  Eye  Clinic,  referring  those 
with  eye  pathologies  to  the  medical  staff. 

2.  Performs  eye  refraction  examinations,  using  special  equipment  as  required, 
and  makes  diagnosis. 

3.  Prescribes  and  fits  corrective  vision  aids  including  contact  lenses. 

k.  Prescribes  and  instructs  patients  in  visual  training  and  orthoptic  exer- 
cises. 

5.  Consults  with  other  members  of  the  eye  service  team  as  needed. 

6.  Prepares  routine  case  reports  of  examination  findings,  diagnosis  and  rec- 
ommendations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  curriculum  of  optometry 
approved  by  the  California  State  Board  of  Optometry,  and  2  years  clinical  exper- 
ience in  optometry. 

Puiowledges,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of  the 
principles  and  procedures  of  optometry. 

Requires  the  skill  and  ability  to  apply  modern  methods  of  optometry,  to  use 
the  full  range  of  optometric  instruments  and  work  with  patients  from  a  variety  of 
social  and  ethnic  backgrounds. 

License:  Requires  possession  of  a  license  to  practice  optometry  issued  by 
the  California  State  Board  of  Optometry. 

(NEW  CLASS) 

ADOPTED:      8/18/75 


CLASS  TITLE:   CHIROPRACTIC  CONSULTANT  CODE:   2562 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  reviews  and  makes  recommendations  on 
requests  for  authorizations  for  chiropractic  treatment  of  patients  under  the 
public  assistance  medical  care  programs;  and  performs  related  duties  as 
required . 

Requires  responsibility  for:   developing,  coordinating,  and  exe- 
cuting policies,  methods  and  procedures  within  the  chiropractic  con- 
sultant field;  achieving  considerable  economies  and/or  preventing 
considerable  losses  through  judicious  consideration  and  authorization  of 
chiropractic  services  in  the  treatment  of  patients  under  public  assis- 
tance programs;  making  contacts  with  individual  patients,  physicians, 
nurses  and  auxiliary  personnel;  preparing,  checking  and  reviewing  im- 
portant, detailed,  complex,  medical  and  technical  records  and  reports. 
Nature  of  duties  requires  sustained  physical  effort  involving  light  work, 
manual  skill  and  dexterity,  with  some  exposure  to  accident  and  health 
hazards  and  disagreeable  elements  inherent  in  the  specialized  field. 

EXAMPLES  OF  DUTIES: 

1.  Reviews  and  authorizes  all  requests  for  chiropractic  treat- 
ments; advises  on  treatments  to  be  given  by  individual  chiropractors. 

2.  Supervises  patients'  dietary  requirements;  examines  and  passes 
upon  requests  for  physical  examinations,  including  related  laboratory- 
tests  and  X-ray  examinations. 

3.  Consults  with  chiropractors,  as  necessary,  to  explain  and 
clarify  treatments  authorized  or  refused. 

ii„   Consults  with  welfare  department  administrative  and  supervisory 
personnel  regarding  existing  policies,  methods  and  procedures;  makes 
changes  and  corrections,  as  necessary. 

5.   Confers  and  cooperates  with  the  accounting  division  concerning 
questionable  payments  and  other  financial  matters  effecting  patients' 
treatments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  graduation  from  a  recognized 
chiropractic  college. 

Requires  at  least  five  years  of  professional  experience  as  a 
practicing  chiropractor;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  highly  professional 
knowledge  and  skill  in  the  chiropractic  field  and  the  ability  and  skill 
to  make  expert  diagnosis,  interpretations  and  recommendations  on  a 
consultative  level. 

License  or  Certificate  Requirements:  Requires  possession  of  a 
license  as  a  chiropractor  issued  by  the  state  board  of  chiropractic 
examiners. 

PROMOTIVE  LINES: 

No  normal  line  of  promotion  -  class  exempt  from  examination. 


CLASS  TITLE:   PODIATRIST  CODE:  256ii 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  supervises  and  participates  in  administer- 
ing treatments  to  patients  suffering  from  affections  and  disorders  of 
the  feet;  supervises  advanced  chiropody  students  in  administering  treat- 
ments; and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out  and  interpreting  existing 
policies  and  procedures;  making  responsible  contacts  with  patients, 
physicians,  nursing  and  auxiliary  personnel,  maintaining  podiatric  treat- 
ment records  of  patients  and  preparing  related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  treatment  of  patients  for  feet  disorders  in  clinic 
where  treatment  is  administered  by  advanced  students  of  chiropody. 

2.  Personally  treats  special  and  difficult  cases  involving  feet 
affections  and  disorders;  refers  patients  to  other  departments  for  treat- 
ment when  necessary. 

3.  Assigns  and  processes  treatment  record  cards  of  patients;  main- 
tains completed  case  files. 

h.   Recommends  advanced  podiatry  students  for  appointment  as  podiatry 
externs;  assumes  responsibility  for  the  activities  of  students  while  in 
training. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  recognized  college 
of  chiropody. 

Requires  at  least  two  years  of  experience  in  the  field  of  podiatry; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  extensive  professional 
knowledge  of  podiatry  and  its  application  to  the  treatment  of  a  wide 
variety  of  foot  affections  and  disorders. 

Requires  skill  and  ability  to  coordinate  activities  and  efforts 
with  podiatry  students,  nursing  and  auxiliary  personnel  and  to  under- 
stand and  accept  the  needs  of  indigent  patients. 

License;  Requires  possession  of  a  certificate  to  practice  chiro- 
pody issued  by  the  state  board  of  medical  examiners. 

PROMOTIVE  LINES: 

No  normal  line  of  promotion  -  class  exempt  from  examination. 


» 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ACUPUNCTURIST  CODE:   2565 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  evaluates  and  treats  clients  using  acupuncture  therapy 
techniques;  collaborates  and  consults  with  staff  of  a  multi-disciplinary  health  team; 
provides  information,  education  and  publicity  regarding  services;  and  performs  related 
duties  as  required. 

DISTINGUISHING  FEATURES: 

An  acupuncturist  performs  acupuncture  therapy  by  selecting  appropriate  meridian 
points  and  needles  and  inserting  the  needles  into  the  designated  points  of  the  skin; 
acupressure,  moxibustion,  magnetotherapy  and  other  related  techniques  may  also  be  used. 
The  treatment  stimulates  or  disperses  the  energy  of  the  meridian  for  the  purpose  of 
effecting  functional  modifications  of  the  patient's  physical  or  emotional  condition. 
The  classification  differs  from  those  in  the  2220  Physician  or  2230  Physician  Specialist 
series  in  that  acupuncture  is  the  only  treatment  modality  employed  and  that  possession 
of  a  license  to  practice  medicine  issued  by  the  California  Board  of  Medical  Examiners 
is  not  required. 

EXAMPLES  OF  DUTIES: 

1.  Performs  intake  evaluation  of  clients  for  acupuncture  treatment;  develops 
treatment  plans;  provides  acupuncture  treatment  to  clients;  keeps  charts  of  treatments 
and  discharges  patients  from  treatment. 

2.  As  a  member  of  a  multi-disciplinary  health  team,  collaborates  with  other  staff 
in  working  with  clients;  engages  in  mutual  consultation  with  staff  physicians  regarding 
medical  and  psychiatric  issues;  provides  inservice  training  to  staff  regarding  cases 
appropriate  for  acupuncture  referral;  participates  in  staff  and  intake  meetings. 

3.  Performs  related  duties  including  counseling  of  clients  and  maintenance  of 
records  for  services  rendered;  providing  information,  education  and  publicity  to  the 
public  regarding  acupuncture  services;  maintaining  acupunclure  equipuienl  ami  inventory 
of  supplies. 

MINIMUM  QUALIFICATIONS: 

Knowledge,  Abilities  and  Skills:   Requires  the  knowledges,  abilities  and  skills 
that  enable  the  acupuncturist  to  obtain  certification  to  practice  acupuncture  as  required 
by  the  California  State  Board  of  Medical  Quality  Assurance  Division  of  the  Allied  Health 
Professions.   May  require  bilingual  and  biliterate  ability  in  Cantonese. 

Certificate:   Requires  possession  of  a  current,  valid  certificate  to  practice 
acupuncture  issued  by  the  California  State  Board  of  Medical  Quality  Assurance  Division 
of  the  Allied  Health  Professions. 


ADOPTED:    Oct.  3,  1983 


CLASS  TITLE:   REHABILITATION  COUNSELOR  CODE:   2^66 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  plans  individual  counseling  needs  for 
the  rehabilitation  of  hospital  patients;  assists  in  defining  and  imple- 
menting rehabilitation  objectives,  plans  and  programs;  and  performs 
related  duties  as  required. 

Requires  responsibility  for:   carrying  out  existing  methods  and  pro- 
cedures applicable  to  the  patient  rehabilitation  program;  achieving 
moderate  economies  and/or  preventing  moderate  losses  through  proper  hand- 
ling of  equipment,  materials  and  supplies;  making  contacts  with  medical, 
social  service  and  nursing  staffs  as  well  as  with  representatives  of  out- 
side agencies;  maintaining  and  periodically  reviewing  important  detailed 
and  specialized  medical  records  and  reports  of  individual  patients. 
Nature  of  duties  involves  normal  physical  effort  and  manual  dexterity  with 
some  exposure  to  health  hazards  and  disagreeable  elements  inherent  in  the 
rehabilitation  program. 

EXAMPLES  OF  DUTIES: 

1.  Performs  rehabilitation  counseling  of  hospital  patients;  screens 
intake  patients  to  determine  personal  history  and  background;  evaluates 
information  as  an  aid  to  formulating  rehabilitation  objectives. 

2.  Administers  and  evaluates  various  interest  and  aptitude  tests; 
assists  developing  appropriate  rehabilitation  procedures  in  cooperation 
with  other  professional  and  auxiliary  personnel. 

3.  Participates  and  cooperates  with  assigned  rehabilitation  workers; 
observes  and  reports  results  of  screening  process;  discusses  and  deter- 
mines individual  patient's  limitations  in  terms  of  personal  history,  back- 
ground and  mental  and  physical  handicaps. 

h.      In  conjunction  with  rehabilitation  program,  defines  and  assists 
in  the  implementation  of  duties,  goals  and  objectives,  including  appro- 
priate job  placement  possibilities  upon  discharge  of  individual  patients; 
confers  and  participates  in  conferences  on  the  treatment  and  progress  of 
current  cases. 

5.  Counsels  patients  on  educational  and  employment  problems,  indi- 
cating limits  and  suggesting  possible  vocational  opportunities;  subse-- 
quently  follows-up  such  counseling  to  determine  effectiveness. 

6.  Prepares  statistical  and  narrative  reports  and  routine  case 
reports  on  individual  patients  including  related  correspondence  and  other 
pertinent  information. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
rehabilitation  counseling,  preferably  supplemented  by  additional  speci- 
alized graduate  study  in  rehabilitation  counseling  as  sponsored  by  the 
office  of  vocational  rehabilitation  of  the  federal  department  of  health, 
education  and  welfare. 


CLASS  TITLE:   REHABILITATION  COUNSELOR  (continued)        CODE:   2$66 

Requires  at  least  two  years  of  successful  experience  as  a  rehabili- 
tation counselor  in  an  established  and  well  organized  institutional  pro- 
gram. Possession  of  a  masters  degree  in  rehabilitation  counseling  may  be 
substituted  for  one  year  of  experience,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  technical  and 
working  knowledge  of  the  field  of  rehabilitation  counseling  as  applied 
to  a  wide  range  of  institutional  patients. 

Requires  ability  and  skill  to:   apply  techniques  in  testing  and  eval- 
uating individual  capabilities;  deal  tactfully  and  courteously  with 
individual  patients;  work  successfully  with  other  employees  and  groups 
engaged  in  rehabilitation  activities. 

PROMOTIVE  LINES: 

To:   Coordinator  of  Rehabilitation  Services 

From:   Ci lginal  entrance  examination 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 


CLASS  TITLE:   CO-ORDINATOR,  VOCATIONAL  REHABILITATION 

SERVICES,  MENTAL  HEALTH  SERVICES  CODE:   2570 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  plans,  organizes,  directs  and  co-ordinates  a  program 
of  Vocational  Rehabilitation  aimed  at  maximizing  the  employability  of 
emotionally  and  mentally  disturbed  persons  under  treatment  by  the  Com- 
munity Mental  Health  Services  facilities,  both  directly  operated  and 
contractual;  supervises  assigned  staff  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   carrying  out,  explaining  and  enforcing 
program  policies  and  pertinent  legal  provisions;  determining  and 
enforcing  program  methods  and  procedures;  frequent  personal  contact 
with  responsible  representatives  of  governmental  and  private  agencies 
involved  in  the  Community  Mental  Health  Services  Program;  reviewing  and 
analyzing  a  variety  of  data  pertinent  to  the  Vocational  Rehabilitation 
of  mental  patients  and  reviewing  and  submitting  reports  on  program 
operations „ 

EXAMPLES  OF  DUTIES: 

1.  Establishes  referral  procedures  and  essential  mechanics  for  co- 
ordination of  work  of  vocational  rehabilitation  counselors  and  mental 
health  personnel;  exercises  responsibility  for  the  co-ordination  of  all 
existing  facilities  provided  by  the  Community  Mental  Health  Services 
Unit  in  a  vocational  rehabilitation  program,  including  both  contractual 
services  and  facilities  provided  by  the  Community  Mental  Health  Services 
Unit. 

2.  Develops  and  maintains  working  relationships  with  representatives 
of  Commur.'.  ty  Agencies  or  Groups  involved  in  work  training  programs; 
maintains  close  contact  with  labor  market  conditions,  especially  with 
respect  to  areas  presenting  optimal  opportunity  to  emotionally  handi- 
capped persons. 

3.  In  supervising  vocational  rehabilitation  personnel,  is  responsible 
for  their  assignment  and  work  schedules  In  the  directly  operated  and 
contractual  facilities  of  the  Community  Mental  Health  Services  and  for 
their  orientation,  training  and  functioning;  arranges  for  participation 
by  the  clinical  staff  of  the  Community  Mental  Health  Services  in 
vocational  rehabilitation  planning. 

Uo  Reviews  work  of  vocational  rehabilitation  counselors  to  assure 
that  all  clients  accepted  for  service  meet  the  eligibility  requirements 
of  the  State  Division  of  Vocational  Rehabilitation,  as  well  as  those 
of  the  Community  Mental  Health  Services;  makes  certain  that  vocational 
rehabilitation  personnel  function  appropriately  in  vocational  assess- 
ment, determination  of  vocational  goal  and  vocational  counseling  and 
that  the  Vocational  Rehabilitation  Services  provided  remain  within  the 
limits  set  by  the  mental  health  facility. 

5.  Maintains  the  data  collection  systems  established  by  the  Chief 
Clinical  Psychologist  to  evaluate  the  vocational  rehabilitation  program. 


CLASS  TITLE:   CO-ORDINATOR,  VOCATIONAL  REHABILITATION 

SERVICES,  MENTAL  HEALTH  SERVICES  CODE:   2570 


MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  a  Ph.D.  in  Clinical  Psychology, 
or  an  Ed.D.  in  counseling  and  guidance  plus  two  years  of  experience  in 
vocational  testing  and  counseling  OR  a  Master's  Degree  in  vocational 
rehabilitation  or  in  psychology,  plus  five  years  of  full-time  experience 
in  vocational  testing  and  counseling,  one  year  of  •which  must  have 
been  in  a  supervisory  or  administrative  capacity,  or  some  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  general  knowledge  of: 
mental  and  emotional  disorders  and  their  symptoms;  counseling  or 
treating  persons  having  such  disorders;  vocational  assessment  and 
counseling  methods,  especially  those  involved  in  the  vocational 
rehabilitation  of  mentally  and  emotionally  disturbed  persons;  the 
selection,  administration  and  interpretation  of  vocational  tests;  labor 
market  conditions  and  requirements  for  a  wide  range  of  occupations. 

Requires  ability  to:   plan,  organize,  direct  and  review  the  work 
of  a  newly  established  vocational  rehabilitation  unit;  co-ordinate  its 
functions  with  those  of  existing  agencies;  and  to  assist  staff  in 
equating  a  person's  capabilities  and  aptitudes  with  job  placement  or 
training  requirements. 

PROMOTIVE  LINES: 

To:    No  normal  lines  of  promotion 

From:  Original  entrance  examination 
ADOPTED:   12/2/65 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   CLINICAL  PSYCHOLOGIST  CODE:   2574 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  conducts  professional-level  work  In  clinical 
psychology;  carries  out  psychodlagnostlc  examinations  and  psychotherapy  of 
emotionally  disturbed,  mentally  ill,  chemically  dependent  and  developmental ly 
delayed  children  and  adults;  prepares  psychological  reports;  provides 
psychological  consultation  services;  participates  In  psychological  research; 
when  assigned  as  a  neuropsychologist,  conducts  professional-level  work  1n 
neuropsychology;  carries  out  neuropsychological  examinations  of  neurological ly 
Impaired  and  mentally  111  children  and  adults;  prepares  neuropsychological 
reports;  provides  neuropsychological  consultation  to  a  mult1d1sc1plinary  team; 
and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Class  2574  Clinical  Psychologist  performs  journey-level  professional 
duties  and  responsibilities  in  the  field  of  clinical  psychology  and/or 
neuropsychology.  Class  2574  Clinical  Psychologist  is  distinguished  from  class 
2576  Supervising  Clinical  Psychologist  In  that  class  2576  supervises  clinical 
psychological  and/or  neuropsychological  services  1n  a  clinic  or  institution 
and  supervises  the  work  of  clinical  psychologists  and  subordinate  staff.  It 
Is  distinguished  from  class  2575  Research  Psychologist  1n  that  research 
psychologists  plan,  direct  and  coordinate  research  programs  and  do  not  have 
clinical  responsibility  for  patients. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Conducts  Individual  and  group  psychotherapy  with  children  and  adults; 
prepares  psychological  reports  presenting  diagnostic  findings,  Interview 
findings,  clinical  evaluations,  and  recommendations  for  the  treatment  and 
rehabilitation  of  children  and  adults. 

2.  Selects,  administers,  scores  and  Interprets  appropriate  psychological 
tests  of  intelligence,  personality,  aptitude,  achievement,  interest  and  other 
specialized  areas  and  conducts  diagnostic  clinical  Interviews  with  emotionally 
disturbed,  mentally  ill,  chemically  dependent  and  retarded  children  and  adults 
to  assess  their  problems  and  assist  them  In  overcoming  their  difficulties; 
participates  in  psychological  research. 

3.  Reviews  and  evaluates  social  agency,  school  and  court  records; 
secures  and  assesses  psychological,  psychiatric  and/or  neuropsychological  data 
and  case  material;  consults  with  social  workers,  public  health  nurses, 
teachers,  probation  officers,  judges,  physicians,  rehabilitative  staff  and 
other  professionals  in  individual  and  group  conferences  regarding  cases  under 
diagnosis  and  treatment. 

4.  Provides  case  management  services  to  ensure  coordinated  care  and 
maximize  stability  of  environment  to  maintain  client  in  community. 

5.  Provides  education,  consultation  and  information  to  community  groups 
on  child  and  adult  adjustment  problems,  mental  illness,  chemical  dependence, 
culturally  relevant  services,  and  other  topics.   00r.ii»'r,,","^oT 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:  CLINICAL  PSYCHOLOGIST  CODE:  2574 

EXAMPLES  OF  DUTIES:   (continued) 

6.  Supervises  psychology  Interns  and  subordinate  clinical  staff  not 
Including  class  2574  Clinical  Psychologist;  conducts  staff  training  programs 
both  within  the  clinic  or  unit  and  for  line  agency  personnel. 

7.  Participates  1n  the  planning,  development  and  execution  of 
psychological  training  Internships,  and  postdoctoral  tralneeshlps  under 
supervision  of  a  supervising  psychologist. 

8.  When  assigned  as  a  neuropsychologist,  conducts  neuropsychological 
test  evaluations  to  aid  1n  neurologic  diagnosis;  determines  appropriate 
therapeutic,  rehabilitative,  or  counseling  strategies  for  neurologlcally 
Impaired  Individuals;  prepares  written  reports  of  results  of 
neuropsychological  test  evaluations;  serves  as  a  consultant  to  a 
multldlsclpl Inary  team;  works  with  family  members  and  caregivers  regarding 
management  of  the  neurologlcally  Impaired  Individual;  may  assist  1n  training 
activities  to  upgrade  skills  of  other  psychologists  and  psychology  Interns  1n 
performing  neuropsychological  duties. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual If Icatlons. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge,  Abilities  and  Skills:  Knowledge  of  principles  of  clinical 
psychology,  psychometry  and  personality;  psychotherapeutic  methods  applicable 
to  emotionally  disturbed,  mentally  111  and  chemically  dependent  children  and 
adults;  statistical  and  research  methodology.  Hhen  assigned  as  a 
neuropsychologist:  principles  of  neuropsychology,  therapeutic  and 
rehabilitative  methods  applicable  to  neurologlcally  Impaired  Individuals, 
family  members  and  caregivers. 

Ability  to:  effectively  carry  out  standard  methods,  procedures  and 
techniques  of  clinical  psychology  including  diagnosis,  prevention,  and 
treatment  of  psychological  problems,  mental  disorders  and  chemical  dependence 
of  Individuals  and  groups;  prepare  professional  case  reports  of  findings  and 
recommendations;  Interact  with  a  multldlsclpl Inary  team:  provide  culturally 
sensitive  services.  When  assigned  as  a  neuropsychologist:  formulate  and 
recommend  rehabilitation  strategies  and  design  remedial  cognitive  and 
behavioral  Interventions;  assess  and  treat  neuropsychological ly  Impaired 
Individuals  and  consult  with  a  multldlsclpl Inary  team  regarding 
neuropsychological  Issues. 

License:  Possession  of  a  valid  license  as  Psychologist  Issued  by  the 
Board  of  Psychology  of  the  Medical  Board  of  California. 

REVISED:   10-5-61 
AMENOED:   8-16-93 
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SAN  FRANCISCO  CIVIL    SERVICE   COMMISSION 

(NEW  CLASS) 

CLASS  TITLE:   RESEARCH  PSYCHOLOGIST  CODE:   2575 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction  plans,  directs  and  coordinates  a  psychological  research 
program;  serves  as  staff  consultant  on  research  methodology;  designs  and  conducts 
psychological  research;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   Collaboration  in  the  development  and  execution  of 
a  psychological  research  program;  supervising  research  staff  and  reviewing  methods 
and  procedures;  providing  consultation  to  staff  psychologists  on  research  matters. 

EXAMPLES  OF  DUTIES: 

1.  Designs  and  conducts  psychological  research  with  special  emphasis  on 
operations  research  to  assess  program  effectiveness. 

2.  Directs  and  supervises  personnel  assigned  to  the  research  unit. 

3.  Assists  and  advises  superiors  in  planning,  organizing,  directing,  coordi- 
nating, and  evaluating  studies  investigating  the  causes,  frequency  and  treatment 
of  mental  illness  and  mental  retardation» 

4.  Develops,  monitors,  and  evaluates  data  collection  systems;  establishes, 
analyzes  and  evaluates  large-scale  data  utilizing  electronic  data  and  computer 
processing. 

5.  Directs  and  assists  in  preparation,  maintenance,  and  publication  of  cur- 
rent information  research  regarding  programs;  keeps  all  staff  units  informed  of 
current  research. 

6.  Serves  as  consultant  on  experimental  and  research  methodology  to  research 
staff  and  others. 

7.  Establishes  and  maintains  liaison  with  university  departments  of  psy- 
chology and  other  behavioral  sciences  with  professional  associates,  and  with  psy- 
chologists and. other  behavioral  scientists  in  regard  to  research  studies,  develop- 
ments, and  techniques. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  possession  of  the  Ph0D  degree  in  psy- 
chology from  an  approved  university  or  college,  with  graduate  courses  in  research 
methods  and  statistics. 

Requires  two  years  of  full-time  post-doctorate  experience  in  research  pro- 
jects in  psychology,  in  the  field  of  mental  health,  or  in  public  health;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  good  working  knowledge  of:   The 
principles,  procedures,  and  devices  used  in  research,  especially  as  applies  to 
psychological  research  and  research  in  closely  related  fields,  including  research 
design  and  experimental  methods;  sources,  uses,  administration,  and  interpreta- 
tion of  psychological  measurements;  statistics  as  applied  to  tests  and  measure- 
ments and  to  the  development  of  data-gathering  and  data  processing  techniques  for 
research  studies;  the  use  of  electronic  data  processing  and  computer  methods; 
the  problems  involved  in  bibliographies  survey  of  previous  related  research,  in 
planning  research  designs,  and  in  mechanizing  compilation  and  analysis  of  data; 
various  medical  and  therapeutic  activities  in  the  treatment  of  mental  illness  and 
mental  retardation. 


CLASS  TITLE:   RESEARCH  PSYCHOLOGIST  CODE:   2575 

MINIMUM  QUALIFICATIONS:  (contd) 

Requires  Ability  and  Skill  to:   Apply  research  principles,  methods,  and 
psychological  measurements  to  research  problems  in  mental  illness  and  mental  re- 
tardation; evaluate  the  adequacy  of  proposed  research  designs  and  techniques; 
prepare  and  evaluate  research  reports;  establish  and  maintain  effective  working 
relationships  with  other  staff  members  and  with  university  and  private  research 
organization  officials;  carry  out  research  projects;  teach  research  principles 
and  methods  to  other  staff  members. 

PROMOTIVE  LINES: 

To   :   No  normal  lines  of  promotion 

From:   Original  entrance  examination 


ADOPTED:   July  28,  1969 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SUPERVISING  CLINICAL  PSYCHOLOGIST  CODE:   2576 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  organizes,  directs,  and  assumes 
responsibility  for  the  clinical  psychology  service  of  a  clinic,  hospital, 
rehabilitation  center,  or  other  unit;  assigns,  maintains  standards  for,  and 
supervises  the  work  of  clinical  psychologists  In  the  psychological  assessment 
and  treatment  of  emotionally  disturbed,  mentally  111,  chemically  dependent, 
developmental ly  delayed  children  and  adults  and  1n  the  preparation  of 
psychological  reports;  designs  and  conducts  psychological  research;  conducts 
psychological  examinations  and  psychotherapy  of  difficult  cases;  when  assigned 
as  supervising  neuropsychologist,  assumes  responsibility  for  the 
neuropsychology  and/or  clinical  psychology  service  of  a  facility,  coordinates, 
directs,  and  conducts  evaluations,  treatment  planning,  and  consultations 
concerning  children  and  adults  with  neurologic  Impairment;  supervises 
neuropsychologists  and/or  clinical  psychologists;  and  performs  related  duties 
as  required. 

DISTINGUISHING  FEATURES: 

The  2576  Supervising  Clinical  Psychologist  1s  distinguished  from  the 
journey-level  2574  Clinical  Psychologist  in  that  positions  at  the  supervising 
clinical  psychologist  level  supervise  the  development  and  Implementation  of 
clinical  psychology  and/or  neuropsychology  programs  and  supervise  the  work  of 
clinical  psychologists  and  subordinate  staff.   It  is  distinguished  from  the 
research  psychologist  in  that  research  psychologists  plan,  direct  and 
coordinate  psychological  research  programs  and  do  not  have  clinical 
responsibility  for  patients. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Plans,  directs  and  supervises  psychological  services  in  a  clinic  or 
Institution;  collaborates  with  staff  In  carrying  out  administrative  functions 
of  the  unit  In  directing  the  flow  of  work,  maintenance  of  records,  collection 
of  statistical  data  for  routine  evaluative  and  research  purposes,  and 
coordination  of  psychological  services. 

2.  Supervises  clinical  psychologists  and  psychology  interns;  conducts 
staff  training  programs  both  within  the  clinic  or  unit  and  for  line  agency 
personnel;  confers  with  psychiatrists  and  other  professional  staff  members 
regarding  cases  under  diagnosis  and  treatment;  conducts  psychological  research. 

3.  Reviews  and  evaluates  social  agency,  school  and  court  records;  secures 
and  assesses  psychological,  psychiatric,  and/or  neuropsychological  data  and 
case  material;  consults  with  social  workers,  public  health  nurses,  teachers, 
probation  officers,  judges,  physicians,  rehabilitative  staff  and  other 
professionals  in  both  individual  and  group  conferences. 

QQPI  iiMtrM-rc  nppT. 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   SUPERVISING  CLINICAL  PSYCHOLOGIST  CODE:   2576 

EXAMPLES  OF  DUTIES:   (continued) 

4.  Selects,  administers,  scores  and  Interprets  appropriate  psychological 
tests  of  Intelligence,  personality,  apltltude,  achievement,  Interest  and  other 
specialized  areas  and  conducts  diagnostic  clinical  Interviews;  conducts  both 
Individual  and  group  psychotherapy  with  difficult  cases;  prepares 
psychological  and/or  neuropsychological  reports,  presenting  clinical 
evaluations,  diagnostic  test  findings,  and  recommendations  for  the  treatment 
and  rehabilitation  of  patients. 

5.  Participates  1n  community  programs,  serves  on  committees  and  advises 
on  topics  relating  to  the  activities  of  the  clinic  or  unit  Including 
culturally  relevant  clinical  approaches. 

6.  When  assigned  as  a  supervising  neuropsychologist,  Initiates,  plans, 
and  directs  neuropsychological  services;  supervises  neuropsychologists  and/or 
clinical  psychologists  1n  matters  within  the  scope  of  their  clinical  practice 
and  experience;  performs  the  more  difficult  neuropsychological  evaluations; 
designs  and  Implements  behavioral  strategies  for  neurological ly  Impaired 
Individuals;  may  direct  predoctoral  and  postdoctoral  training  programs  In 
neuropsychology. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual If Icatlons. . .and  other 
particulars. . .Appl Icants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of:  the 
principles  and  practices  of  clinical  psychology  and  psychometry,  personality 
and  Interpersonal  relation  dynamics,  child  and  adult  psychology; 
psychotherapeutic  methods  applicable  to  emotionally  disturbed,  mentally  111 
and  chemically  dependent  children  and  adults;  statistical  procedures  and 
research  design  and  methodology;  principles  of  supervision,  consultation  and 
collaboration;  and  program  development.  When  assigned  as  a  supervising 
neuropsychologist:  requires  thorough  knowledge  of  the  principles  of 
neuropsychological,  therapeutic,  and  rehabilitative  methods  applicable  to 
neurological ly  Impaired  Individuals,  family  members  and  caregivers. 

Ability  to:   supervise  subordinates  and  programs;  diagnose,  prevent  and 
treat  the  more  complex  psychological  problems  and  mental  disorders  of 
individuals  and  groups;  prepare  professional  case  reports,  findings  and 
recommendations;  design  and  manage  training  programs;  provide  culturally 
sensitive  services.  When  assigned  as  supervising  neuropsychologist:  ability 
to  plan,  organize  and  direct  the  neuropsychology  and/or  clinical  psychology 
service  of  a  facility;  consult  with  a  mul tldlsclpl Inary  team  regarding 
neuropsychological  Issues. 

License:   Possession  of  a  valirl  license  as  a  psychologist  issued  by  the 
H-trii  (I  ..f  Psychology  of  t  ho  Mprliral  Roard  Of  California 

AMFNDED:   8-16-93 
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CLASS  TITLE;   CHIEF  CLINICAL  PSYCHOLOGIST  CODE:   2^78 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  xs  responsible  for  the  organ- 
ization, professional  direction  and  evaluation  of  the  public  health  mental 
health  services  psychology  program;  professionally  supervises,  psychologi- 
cal personnel;  establishes  performance  standards  and  evaluates  results; 
serves  as  consultant  to  various  program,  clinic  and  bureau  heads;  confers 
with  community  agencies  and  others  concerned  in  the  overall  psychological 
program  and  mental  health  services;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  coordinating,  improving  and  execut- 
ing policies,  methods  and  procedures  pertaining  to  the  psychological 
program  and  services;  making  continuing  personal  contacts  to  establish 
and  maintain  public  relations  in  presenting  and  interpreting  established 
policies  and  procedures  for  the  overall  review  and  approval  of  important 
operational  and  technical  records  of  specific  activities. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  coordinates  the  overall  psychological  program  and  serv- 
ices, including  the  assignment  of  psychologists  and  psychological  internes 
to  specific  program  areas;  establishes  standards  and  evaluates  individual 
personnel;  personally  deals  with  specific  problems  as  they  arise. 

2.  Serves  as  consultant  to  the  program  chief,  clinic  directors, 
individual  bureau  chiefs,  psychologists  and  psychiatrists;  confers  with 
community  agencies  and  others  concerned  with  psychological  aspects  and 
problems  in  order  to  achieve  maximum  utilization  of  staff  and  available 
services, 

3.  Coordinates  and  conducts  professional  training  programs  for  staff; 
plans  and  directs  the  practicum  in  conjunction  with  university  faculties; 
participates  in  community  health  programs;  serves  on  committees  dealing 
with  psychological  and  mental  health  problems;  assists  in  planning  psych- 
ological aspects  of  community-wide  mental  health  programs. 

h.   Coordinates  and  collects  statistical  data  pertaining  to  mental 
health  services  in  order  to  evaluate  present  programs  and  provide  bases 
for  future  program  and  research  purposes;  develops  statistical  and  tech- 
nical forms  and  systems  for  use  in  collecting  appropriate  data;  coordi- 
nate, promotes  and  conducts  psychological  research  on  various  problems 
pertaining  to  mental  health. 

5.   Occasionally  performs  psychological  testing  and  psychotherapy 
on  difficult  cases  and  renders  professional  guidance  and  consultation 
on  matters  pertaining  to  psychological  services,  related  statistics  and 
specific  mental  health  problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experiences  Requires  completion  of  graduate  study 
and  possession  of  a  Ph.D  degree  in  clinical  psychology. 

Requires  at  least  seven  years  of  experience  in  the  field  of  clin- 
ical psychology,  including  at  least  one  year  in  organization,  adminis- 
tration and  program  planning  of  a  clinical  psychological  program,  in  a 
psychiatric  setting;  or  an  equivalent  combination  of  training  and  ex- 
perience. 


CLASS  TITLE:   CHIEF  CLINICAL  PSYCHOLOGIST  (Continued)         CODE:   2^78 

Knowledge s   Abilities  and  Skills:  Requires  comprehensive  academic 
and  working  knowledge  of:   the  principles  and  practices  of  clinical 
psychology  and  psychometry;  personality  dynamics  and  child  and  adult 
psychology;  the  psychotherapeutic  methods  applicable  to  alcoholics  and 
emotionally  disturbed  children  and  adults. 

Requires  outstanding  ability  and  skill  to:  plan,  organize,  develop 
and  participate  in  psychology  programs  and  services;  direct  in-service 
and  staff  training  programs;  develop  and  participate  in  specific  psychol- 
ogical research  programs;  act  in  a  consulting  capacity  with  professional 
coworkers  and  various  technical  and  civic  groups. 

License;  Requires  certification  as  a  psychologist  by  the  psychology 
examining  committee  of  the  state  board  of  medical  examiners, 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion. 

From;  Senior  Clinical  Psychologist 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 


SAN  FRANCISCO 
PUBLIC  LIBRARY 

%ODE  TITLE:     MEDICAL  EXAMINER'S  INVESTIGATOR  2580 

DEFINITION: 

Under  general  supervision,  investigates  circumstances  of  deaths  coming  under  the  jurisdiction  of  the  Medical  Examiner;  takes  charge 
of  bodies,  evidence  and  valuables  of  deceased;  recognizes,  documents,  protects  and  collects  evidence  significant  to  the  case;  notifies 
and  works  with  investigators  from  other  agencies  as  appropriate;  initiates  identification  and  notifies  relatives  of  deceased;  prepares 
detailed  investigative  records;  reviews  medical  records  and  interfaces  with  other  law  enforcement  agencies;  operates  and  maintains 
Medical  Examiner's  Office  vehicles;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 


The  Medical  Examiner's  Investigator  is  the  journey  level  class  of  the  series.  This  class  is  distinguished  from  the  Administrative 
Medical  Examiner  in  that  the  latter  is  responsible  for  the  administrative  and  legal  activities  and  functions,  excluding  the  professional 
medical  determination  of  the  Medical  Examiner's  Office  but  including  the  supervision  of  the  preparation  and  review  of  detailed 
investigation  reports;  and  supervision  of  the  administration  of  federal,  state,  local  and  privately  funded  grants  and  research  projects. 

SUPERVISION  EXERCISED:  None 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of  duties  assigned  to  2580 
Medical  Examiner's  Investigator  and  are  not  intended  to  be  an  inclusive  list. 

1.  Responds  to  the  scene  of  all  death  calls  coming  under  Medical  Examiner's  jurisdiction;  examines  the  body  of  deceased  person 
and  records  any  pertinent  evidence;  examines  the  surrounding  vicinity  and  records  findings;  interviews  witnesses  at  the  scene  of 
the  death;  notifies  and  works  with  investigators  from  other  agencies  as  appropriate. 

±.  Searches  the  deceased  person  and  premises  for  money  and  valuables;  records  valuables  on  official  property  receipt  with  signature 
of  qualified  witnesses  and  removes  the  property  to  the  Medical  Examiner's  office  for  safe  deposit;  removes  the  body  from  the 
death  scene  to  the  Medical  Examiner's  Department. 

3.  Contacts  next  of  kin  for  notification  of  death;  contacts  by  phone  and  questions  private  physicians,  police,  associates,  witnesses 
and  relatives  for  additional  information;  assists  the  public  requesting  pertinent  information. 

4.  Completes  a  computerized  record  page  containing  information  regarding  the  deceased  person's  description  and  personal  data,  lists 
of  witnesses  and  list  of  properties  and  evidence  receipted  for  and  held  by  the  department;  prepares  a  clear  and  concise  case 
history  of  facts  surrounding  the  death  and/or  medical  history  to  aid  other  interested  agencies,  medical  examiners  and  provide 
documentation  for  possible  inquest;  compiles  special  statistical  reports. 

5.  Subpoenas  prospective  jury  members  and  witnesses  for  Medical  Examiner's  inquest;  acts  as  bailiff  in  the  courtroom  and  assists 
the  Medical  Examiner  in  the  trial  proceedings. 

6.  Keeps  all  Medical  Examiner's  vehicles  in  a  clean  condition  and  notifies  shop  for  necessary  repairs. 

7.  Performs  related  duties  and  responsibilities  as  assigned. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  functions  and  responsibilities  of  a  Medical  Examiner's  Office  as  governed  by  the  California  Government  Code,  Penal 
Code,  Health  and  Safety  Code,  and  other  State  statutes;  principles  and  practices  of  field  related  investigations;  human  anatomy, 
physiology,  and  forensic  medicine  terminology;  recommended  safe  methods  of  working  with  potentially  hazardous  biological  or 

"^mical  materials;  Materials  Safety  Data  Sheet  (MSDS)  requirements;  methods  and  practices  of  carrying  out  investigations 

"■rounding  sudden  and  unexpected  death. 


CODE  TITLE:    MEDICAL  EXAMINER'S  INVESTIGATOR  2580 

Ability  to:  communicate  with  medical  and  law  enforcement  professionals,  witnesses,  and  friends  to  process  cases  in  conformance 
with  office  policies;  enter  the  scenes  of  death  and  examine  remains  of  the  deceased  under  adverse  circumstances;  be  sensitive  to     ( 
family  members  of  deceased;  operate  a  motor  vehicle;  lift  and  carry  dead  bodies  (up  to  175  pounds)  for  long  distances,  through 
corridors  and  down  flights  of  stairs. 

SKILL  TO:  utilize  computers  and  applicable  software  and  modem  office  machines. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 

Possession  of  a  current  valid  embalmer's  license  issued  by  the  California  State  Board  of  Funeral  Directors  and  Embalmers;  or  one 
year  of  verifiable  experience  as  an  investigator  with  full  responsibility  for  locating  and  interviewing  witnesses  and  preparing  reports 
of  findings  of  circumstances  surrounding  sudden,  unexpected  deaths. 


LICENSE/CERTIFICATE :  possession  of  a  current  valid  Driver's  License. 


SPECIAL  REQUIREMENTS:  Nature  of  duties  involves  frequent  exposure  to  unpleasant  work  situations,  such  as  frequent  exposure 
to  sudden,  unexpected  and  sometimes  violent  deaths;  biohazards;  unpleasant  odors  or  conditions.  Employees  may  be  required  to  work 
any  shift  at  the  direction  of  the  department  head,  including  nights,  weekends  and  holidays;  may  also  be  required  to  type  at  a 
reasonable  rate  (20-30  WPM)  within  six  months  of  employment;  physical  ability  to  lift  deceased  bodies  (up  to  175  pounds)  and 
remove  them  from  the  scene  of  death.  Eligibles  for  appointment  will  be  required  to  either  possess  a  certificate  of  completion  or 
successfully  complete  a  P.C.  832  course  (Peace  Officers  Firearms  and  Arrest  Procedures)  within  six  months  of  permanent 
employment.  Applicants  must  qualify  for  Peace  Officer  status  as  set  forth  in  Government  Code  of  the  State  of  California,  sections 
1029  Conviction  of  Felony  as  Disqualification  of  Peace  Officer;  1031  Minimum  standards  for  Peace  Officer,  and  1031.5  United 
States  Citizenship  requirements.  Applicants  must  meet  the  standards  set  forth  in  the  Government  Code  prior  to  appointment. 

Effective  date:  7/1970 

Amended  and  Retitled:       7/23/99 

Reason  for  amendment:  To  accurately  reflect  the  current  tasks,  knowledge,  skills  and  abilities  defined  in  the  most  recent  job 
analysis  conducted  for  this  job  code  including  change  of  classification  title  from  2580  Coroner's  Investigator  to  2580  Medical 
Examiner's  Investigator;  and  reduction  of  experience  requirement,  from  two  years  to  one  year,  in  minimum  qualifications. 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  SAN  FRANCISCO 

PUBLIC  LIBRARY 
|   JOB  CODE  TITLE:  MEDICAL  EXAMINER'S  ADMINISTRATOR  JOB  CODE:  2581 

Business  Unit:  COMMN 

Definition:  Under  general  administrative  direction,  directs  the  administrative,  legal  and  investigative  functions  of  the 
Medical  Examiner's  Office,  exclusive  of  professional  medical  determinations;  acts  for  the  Chief  Medical  Examiner  in 
his/her  absence;  and  performs  related  duties  as  required.  Requires  responsibility  for:  developing,  interpreting,  and 
enforcing  intra-departmental  policies;  making  regular  contacts  with  representatives  of  other  City  departments  for 
specialized  investigations;  supervising  the  preparation  and  review  of  detailed  investigation  reports;  and  supervising  the 
administration  of  federal,  state,  local  and  privately  funded  grants  and  research  projects. 

Distinguishing  Features:  Class  2581  Medical  Examiner's  Administrator  is  distinguished  from  Class  2584  Chief  Medical 
Examiner  in  that  the  latter  has  overall  responsibility  for  all  departmental  functions,  is  required  to  be  a  physician  with 
specialty  training  and  is  the  person  with  the  legal  authority  of  the  office  in  accordance  with  state  law. 

Supervision  Exercised:  Supervises  and  coordinates  the  work  of  Medical  Examiner's  Investigators  and  oversees 
scheduling  of  Forensic  Autopsy  Technicians. 

Examples  of  Important  and  Essential  Duties:  According  to  the  Civil  Service  Commission  Rule  109,  the  duties 
specified  below  are  representative  of  the  range  of  duties  assigned  to  this  job  code  and  are  not  intended  to  be  an  inclusive 
list. 

1.  Assists  in  planning,  organizing,  directing,  and  evaluating  the  activities  of  the  Medical  Examiner's  Office  including 
investigative  (non-medical),  custodial  and  office  functions;  aids  in  reviewing  and  inspecting  the  department's 
operations  in  accordance  with  state  laws,  court  policies,  and  sound  managerial  practices. 

2.  Observes  and  evaluates  the  activities  of  field  personnel  at  the  scenes  of  death;  analyzes  and  corrects  investigative 

)  reports;  examines  property  receipts  and  records  notations;  establishes  and  develops  in-service  training  programs  to 

insure  the  proficiency  of  non-medical  personnel. 

3.  Directs  the  preparation  of  official  records  and  reports;  directs  the  accounting  of  all  property  and  monies 
acquired  through  investigation  of  deaths;  supervises  the  preparation  of  payrolls  and  departmental  budget. 

4.  Notifies  appropriate  agencies,  such  as  police,  arson  squad,  division  of  industrial  safety,  and  others,  of  the  need  for 
specialized  investigations;  provides  information  or  assists  the  various  agencies  or  the  public  with  which  the  Medical 
Examiner's  department  has  contact;  assists  the  Chief  Medical  Examiner  in  screening  cases  in  which  death  is  due  to 
other  than  natural  causes,  to  determine  whether  an  inquest  is  necessary. 

5.  Presides  at  inquests  in  the  absence  of  the  Chief  Medical  Examiner;  issues  subpoenas;  schedules  inquests;  arranges  for 
a  court  reporter,  juries,  and  other  necessary  measures. 

6.  Supervises  and  inspects  the  work  of  Forensic  Autopsy  Technicians,  who  assist  the  Assistant  Medical  Examiners  in 
performing  forensic  autopsies  and  collecting  and  documenting  evidence,  as  well  as  maintaining  the  forensic  autopsy 
facilities. 

7.  Directs  the  indigent  program,  authorizes  burial  or  cremation,  and  ensures  that  all  legal  documentation  and  forms  are 
properly  submitted  to  the  necessary  authorities. 

8.  Answers  correspondence  of  non-medical  nature;  supervises  preparation  of  the  departmental  budget. 

9.  Supervises  the  administration  of  grants  and  projects,  whether  funded  by  federal,  state,  city  or  private  agency; 
develops  and  refines  administrative  procedures  for  specimen  handling,  analysis,  and  reporting;  establishes  on-going 
liaison  with  law  enforcement  and  government  agencies  to  effectively  utilize  the  expertise  available  through  research 
funding. 

10.  Compiles  data  and  statistics  concerning  the  causes  and  modes  of  death,  including  organization  into  various  categories 
for  statistical  evaluation,  and  assembles  them  in  a  form  acceptable  for  presentation  as  an  annual  report. 

1 1.  Responsible  for  investigative  input  into  the  specialized  medical  and  technical  departments  of  the  Medical  Examiner's 
Office. 

*    12.  Supervises  and  maintains  compliance  with  all  federal,  state  and  local  codes,  laws  and  regulations  regarding  all  sworn 
personnel.  Ensures  that  all  required  training,  licensure  and  proficiency  programs  are  current  and  that  the  department  is 
compliant  with  all  regulations.  Encourages  compliance  with  the  National  Death  Investigators  guidelines.  Maintains 
P.O.S.T.  certification  compliance  for  all  eligible  members  of  the  department. 
13.   Performs  related  duties  as  assigned. 


JOB  CODE  TITLE:  MEDICAL  EXAMINER'S  ADMINISTRATOR  JOB  CODE:  2581 

Business  Unit:  COMMN 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  all  federal,  state  and  local  codes,  laws  and  regulations  pertaining  to  the  duties  and  responsibilities  of  the    I 
Medical  Examiner's  Office;  principles  and  techniques  used  in  interviewing  and  conducting  investigations;  technical 
information  and  procedures  including  familiarity  with  advanced  techniques  of  identification;  the  structure  and 
requirements  of  federal  and  state  regulations  and  functions  related  to  death  investigation  and  disaster  response/support 
Ability  and  Skill  to:  supervise  and  coordinate  Medical  Examiner's  investigations;  evaluate  investigation  reports  and 
supplementary  information;  evaluate  and  determine  proper  courses  of  action;  establish  and  maintain  effective  working 
relationships  with  staff,  private  physicians,  law  enforcement  personnel,  attorneys,  and  the  general  public;  speak  in  a  clear 
and  understandable  manner  appropriate  to  the  understanding  of  the  audience;  listen  and  effectively  elicit  information; 
interview  various  individuals  to  gather  information  and  conduct  investigations;  clearly,  completely  and  accurately 
document  investigative  findings;  prepare  clear,  complete  and  accurate  reports;  prepare  clear,  concise  and  effective  written 
communications;  set  priorities  and  coordinate  and  schedule  tasks  or  events  in  a  logical  manner;  plan,  assign,  supervise 
and  evaluate  the  work  of  assigned  staff;  direct  activities,  monitor  productivity  and  evaluate  outcomes;  use  a  computer  to 
access  and  input  information  and  prepare  written  documents. 

Experience  and  Training  Guidelines: 

Completion  of  two  years  college  with  major  course  work  in  criminology  or  other  sciences  and  at  least  three  years  of 
increasingly  responsible  experience  as  an  investigator,  one  year  of  which  must  have  been  in  a  supervisory  or 
administrative  capacity  in  a  Medical  Examiner's  Office;      OR 

Completion  of  four  years  of  high  school  and  a  one-year  course  in  mortuary  science  and  possession  of  a  California 
Embalmers  License  and  at  least  three  years  of  increasingly  responsible  experience  as  an  investigator,  one  year  of  which 
must  have  been  in  a  supervisory  or  administrative  capacity  in  a  Medical  Examiner's  Office;  OR 

Two  years  of  death  scene  investigation  experience  as  a  Police  investigator;  OR 

An  equivalent  combination  of  training  and  experience. 

Licensu  re/Certification :  In  accordance  with  State  of  California  Penal  Code  Section  830.35,  the  Medical  Examiner's       t 
Administrator  is  a  peace  officer.  Applicants  must  qualify  for  peace  officer  status  as  set  forth  in  State  of  California 
Government  Code  sections  1031,  and  must  pass  a  peace  officer's  background  investigation  prior  to  appointment.  In 
addition,  appointees  must  be  eligible  for  and  receive  Peace  Officer  Standards  and  Training  (POST)  certification. 
Specialized  POST  Basic  requirements  for  this  position  include:  successful  completion  of  the  PC  832  course  (Peace 
Officers  Firearms  and  Arrest  Procedures)  and  successful  completion  of  the  Basic  Death  Investigation  course.  An 
appointee  may  assume  office  pending  completion  of  the  PC832  course  and  full  POST  certification,  but  these  requirements 
must  be  met  within  six  months  of  appointment. 
All  appointees  must  possess  and  maintain  a  valid  California  Driver  License,  class  C  or  higher. 

Special  Requirements:  Nature  of  duties  may  require  physical  ability  to  lift  dead  bodies  and  remove  them  from  the  scene 
of  death,  as  well  as  frequent  exposure  to  sudden,  unexpected  and  sometimes  violent  deaths,  unpleasant  odors  or 
conditions. 

NOTE:  This  class  is  exempt  from  Civil  Service  appointment  under  Section  10.104.06  of  the  City  Charter. 

Effective  Date:     1 1/2/73 

Retitled  and  Amended  Date:    3/2/01 

Reason  for  Amendment:  to  rctitle  and  to  accurately  reflect  the  current  legal  requirements,  tasks,  knowledges,  skills  and 
abilities  for  this  class. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   FORENSIC  PATHOLOGIST  CODE:   2582 

CHARACTERISTICS  OF  THE  CLASS: 

Under  the  direct  administration  and  professional  supervision  of  the  Chief 
Medical  Examiner,  the  Forensic  Pathologist  functions  as  an  Assistant  Medical 
Examiner;  performs  difficult  professional  medical  work  in  a  recognized  medical 
specialty  field,  requiring  advanced  and  specialized  education,  training  and 
experience;  may  supervise  Coroner's  Investigators  or  Senior  Physician 
Specialists;  may  require  24-hour  "on  call"  availability  to  respond  to  scenes  of 
sudden  death  or  injuries;  and  performs  related  duties  as  required. 

The  nature  of  duties  may  require  sustained  physical  effort  involving  manual 
skill  and  dexterity  with  exposure  to  some  accidental,  physical  and/or 
biological  health  hazards.  Requires  exposure  to  disagreeable  elements  or 
situations  inherent  in  this  specialized  field. 

DISTINGUISHING  FEATURES: 

The  2582  Forensic  Pathologist  is  distinguished  from  the  other  medical 
specialties  in  requiring  specific  training  and  experience  in  the  specialty  of 
forensic  pathology  that  requires  board  certification  or  eligibility  in  this 
specialty,  as  well  as  the  performance  of  duties  associated  with  the 
medico-legal  investigation  of  death  or  injuries.  The  subject  position  is 
distinguished  from  class  2584  Chief  Medical  Examiner-Coroner  in  that  the 
latter  position  is  responsible  for  directing  the  activities  of  the  Medical 
Examiner-Coroner's  Department. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7). 

1.  Examines  living  or  dead  individuals  submitted  to  the  Medical 
Examiner's  Office  for  the  purpose  of  determining  the  time,  nature,  and  age  of 
injuries;  interprets  and  collects  evidence  potentially  appropriate  to  criminal 
proceedings;  performs  forensic  autopsies;  examines  tissues  removed  during 
those  procedures  for  preparation  of  microscopic  reports  with  appropriate 
interpretations  of  pathologic  diagnoses  and  causes  of  death. 

2.  Dictates  medical  findings  and  prepares  case  reports  on  their 
observations  and  interpretations;  confers  with  law  enforcement  officers, 
assistant  district  attorneys,  assistant  public  defenders,  and  other 
investigators  regarding  the  interpretation  and  significance  of  their  findings. 

3.  Presents  interpretations  and  facts  pertaining  to  the  evidence  as  an 
expert  in  the  field  of  forensic  medicine;  interprets  and  testifies  regarding 
toxicology  and  microscopic  reports,  scene  reconstruction,  evidence 
interpretation,  and  mechanism  of  injuries  in  courts  of  law. 

4.  Confers  with  and  submits  reports  to  the  Chief  Medical  Examiner  for 
review  and  determination  of  manner  of  death;  supervises  and  trains  residents 
in  fellowships  or  pathology  training  programs  in  forensic  medicine;  directs 
toxicology  and  pathology  requests  for  examinations  to  the  appropriate 
department  laboratories. 


CLASS  TITLE:   FORENSIC  PATHOLOGIST  CODE:  2582 

EXAMPLES  OF  DUTIES:  (Cont.) 

5.  Reviews  appropriateness  and  safety  compliance  with  forensic  autopsy 
technicians;  ensures  compliance  with  safety  regulations  including  safety 
requirements  for  working  with  potentially  communicable  diseases  and  biohazards; 
identifies  communicable  diseases  and  submits  reports  as  required  by  law; 
complies  with  state  law  pertaining  to  notification  of  the  Department  of  Public 
Health  and  others. 

DESIRABLE  QUALIFICATIONS: 

Training  and  Experience:  Graduation  from  an  approved  medical  school  with 
possession  of  an  M.D.  or  D.O.  degree,  and  completion  of  a  recognized  residency 
program  in  pathology  leading  to  board  certification  in  forensic  pathology. 
Requires  board  certification  or  board  eligibility  as  determined  by  the  American 
Board  of  Pathology  in  the  specialty  of  forensic  pathology. 

Knowledge.  Abilities.  Skills:  Knowledge  of  the  state  laws  of  California 
and  the  policies  of  the  San  Francisco  Medical  Examiner's  Office;  knowledge  and 
proficiency  in  scene  investigative  procedures  and  medico-legal  techniques 
necessary  to  determine  the  circumstances,  cause,  and  manner  of  death  as 
required  by  law;  knowledge  of  the  procedures  and  techniques  utilized  in 
forensic  medicine,  including  medico-legal  autopsy,  interpretation  of  forensic 
toxicology  results,  and  interpretation  of  histology  and  clinical  chemistry 
results  associated  with  a  cause  and  time  of  death. 

Ability  to:  examine  injured  and  abused  Individuals  and  suspects  for 
evidence,  signs  of  injuries,  documentation  of  injuries,  collection  of 
biological  and  physical  evidence  and  interpretation  of  Injuries;  perform 
medico-legal  autopsies  in  accordance  with  the  standards  of  the  San  Francisco 
Medical  Examiner's  Office  and  the  National  Association  of  Medical  Examiners; 
communicate  interpretations  of  scene  reconstruction,  medico-legal  autopsy, 
investigative  and  observational  findings  in  writing  and  verbally;  and  testify 
clearly  and  concisely  at  public  hearings,  courts  of  law,  and  before  the  Grand 
Jury  1n  a  professional,  neutral,  and  convincing  manner. 

License:  Requires  possession  of  or  eligibility  for  a  license  as  a 
physician  and  surgeon  from  the  State  of  California  and  possession  of  a  Board 
Certificate  or  Board  Eligibility  In  forensic  pathology. 

CLASS  EXEMPT  FROM  CIVIL  SERVICE  EXAMINATION  UNDER  SECTION  8.300(a)  OF  THE 
CITY  CHARTER. 


ADOPTED:   7-1-91 
04232c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(AMENDED) 
\  CLASS  TITLE:  ASSISTANT  CORONER  -  ADMINISTRATIVE  CODE:   2583 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  directing  the  administrative  and  investigative 
functions  of  the  Coroner's  Office;  acts  for  the  Chief  Medical  Examiner  -  Coroner  in 
all  matter  exclusive  of  those  reserved  to  a  licensed  physician;  and  performs  related 
duties  as  required. 

Requires  responsibility  for:   Establishing  and  supervising  (non-medical)  office 
procedures;  coordinating  departmental  policy  between  assigned  professional  and  admini- 
strative staff  personnel;  interpreting  and  enforcing  policies  of  other  city  agencies 
effecting  the  operations  of  the  Chief  Medical  Examiner  -  Coroner's  Office;  supervising 
the  preparation  of  reports  by  investigative  personnel;  assists  in  the  administration 
of  special  projects  undertaken  by  specialists  working  under  the  direction  of  the 
Chief  Medical  Examiner  -  Coroner;  has  frequent  contacts  with  the  public. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  planning,  organizing,  directing,  and  evaluating  the  work  of 
(non-medical)  personnel  assigned  or  attached  to  the  office  of  the  Medical  Examiner  - 
Coroner,  and  insures  that  department  operations  are  conducted  in  accordance  with 
existing  laws,  ordinances,  and  court-prescribed  policies. 

2.  Arranges  for  participation  of  elements  of  the  Police  Department,  the  Health 
Department,  the  Division  of  Industrial  Safety  and  other  agencies  of  the  City  and  County 
in  special  investigative  work;  assists  the  Chief  Medical  Examiner  -  Coroner  in  making 

«    determinations  reference  the  necessity  for  an  inquest  in  cases  where  death  is  due  to 
causes  other  than  natural. 

3.  Supervises  and  reviews  the  work  of  morgue  attendants  working  with  medical 
examiners  in  the  performance  of  autopsies,  the  preparation  of  bodies,  and  the  main- 
tenance and  cleanliness  of  the  morgue  and  laboratory  areas;  directs  the  search  for 
relatives  of  unclaimed  bodies;  may  authorize  the  burial  of  unclaimed  indigent  dead. 

U-     Schedules  inquests  with  the  concurrence  of  the  Chief  Medical  Examiner  - 
Coroner;  issues  subpoenas;  summons  jury  members;  arranges  for  court  reporters  as  re- 
quired and  presides  at  inquests  at  the  direction  of  the  Chief  Medical  Examiner  - 
Coroner. 

5.  May  supervise  and  review  the  activities  of  investigators  at  the  scenes  of 
death;  reviews  and  analyzes  investigators'  reports  and  makes  corrections  as  required; 
supervises  the  disposition  of  property  and  personal  belongings  impounded  by  coroner's 
investigators  in  the  course  of  investigations  of  death  and  reviews  receipts  for  same. 

6.  Directs  the  maintenance  of  official  records  to  include  assembling  statistics 
and  supporting  data  on  the  causes  and  modes  of  death;  assembles  material  for  reports 
as  required;  assists  in  the  preparation  of  the  department's  annual. 

7.  Reviews  and  approves  the  work  schedules  of  shift  personnel:  supervises  the 
preparation  of  time  and  payrolls;  assists  in  developing  the  department's  budget: 

I     establishes  controls  for  expenditures  from  budgeted  accounts. 
8.  Develops  and  refines  administrative  procedures  for  the  handling  and  analysis 
of  laboratory  specimens  and  for  the  writing  and  processing  of  reports  relating  to 
such  specimens. 

9.  Assists  the  Chief  Medical  Examiner  -  Coroner  in  the  administration  of 
specially  funded  research  projects  and  the  preparation  and  distribution  of  resulting 
-_,    research  documents. 


CLASS  TITLE:   ASSISTANT  CORONER  -  ADMINISTRATIVE  CODE  2583 

MINIMUM  QUALIFICATIONS: 

Training  and  experience:  Requires  at  least  an  associate  degree  from  an  accredited 
college  with  major  course  work  in  criminology  or  related  discipline  supplemented  by- 
three  years  of  increasingly  responsible  experience  as  an  investigator  in  a  Medical 
Examiner's  Office.   Completion  of  a  one-year  course  in  Mortuary  Science  and  possession 
of  a  California  embalmer's  license  may  be  substituted  for  the  college  requirement 
above . 

Knowledge.  Abilities  and  SkiUs:  Requires  a  broad  knowledge  of:  State  codes  and 
other  laws  and  regulations  governing  the  operations  of  a  Medical  Examiner  -  Coroner's 
Office;  the  principles  and  techniques  of  office  and  personnel  adminstration,  the  con- 
duct of  investigations,  and  the  interrogation  of  witnesses. 

Requires  ability  to:   Review  and  evaluate  reports  submitted  by  investigators: 
direct  appropriate  courses  of  action;  establish  and  maintain  effective  working  relation- 
ships with  private  physicians,  law  enforcement  personnel,  attorneys  and  families  of 
deceased. 

PROMOTIVE  LINES: 

To  :  No  normal  lines  of  poomotion 

From:   2580  Coroner's  Investigator 
Amended:   11/2/73 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

2583  HOME  HEALTH  AIDE 

Definition; 

Under  immediate  supervision  of  licensed  professional  staff,  and  located  in  the  Department  Of  Public 
Health,  Home  Health  Agency,  assists  clients  with  activities  of  daily  living  including  personal  hygiene, 
ambulation,  prescribed  exercises,  preparing  meals  including  therapeutic  diets,  and  keeping  client's 
environment  organized  and  neat,  and  performing  related  duties. 

Distineuishing  Features; 

The  2583  Home  Health  Aide  is  distinguished  from  classes  in  the  Health  Worker  series,  in  that  Health 
Workers  are  characterized  by  performing  a  wide  variety  of  paraprofessional  duties  in  a  wide  variety 
of  health  care  settings,  while  the  Home  Health  Aide  provides  personal  care,  very  routine  health  care 
assistance,  and  light  home  making  activities  in  the  client's  home,  and  requires  a  Home  Health  Aide 
Certificate  issued  by  the  State  of  California.  It  is  distinguished  from  the  2302  Nursing  Assistant  in 
that  the  2302  Nursing  Assistant  requires  a  Certified  Nursing  Assistant  license,  and  is  characterized 
by  assisting  with  patient  care  in  an  inpatient  setting.  It  is  distinguished  from  class  2303  Mental 
Health  Rehabilitation  Worker  in  that  the  Mental  Health  Rehabilitation  Worker  is  characterized  by 
performing  very  routine  nursing  and/or  psychiatric  care  for  severely  mentally  ill  patients  in  a  Mental 
Health  Rehabilitation  Facility. 

Supervision  Exercised;  None 

Examples  of  Important  and  Essential  Duties: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as  a  restriction 
on  the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9) 

1.  Assists  clients  with  personal  hygiene  including  skin  and  mouth  cleansing,  hair  care,  and 
bathing;  assists  clients  in  and  out  of  bed,  and  with  ambulation. 

2.  Assists  clients  with  prescribed  exercises  as  instructed  by  professional  staff. 

3.  Assists  in  keeping  client  environment  neat,  safe  and  organized;  changes  bed  linens  as  needed; 
prepares  meals,  including  therapeutic  diets;  assists  clients  with  eating. 

4.  Takes  client  blood  pressure  and  weighs  client  as  assigned. 

5.  Participates  in  developing  and  implementing  client  care  plans  according  to  Home  Health 
Agency  policy;  communicates  client  needs  and  information  relating  to  client  care  plan  to 
professional  staff. 


6.  Adheres  to  Home  Health  Agency  administrative  and  clinical  policies  and  procedures; 
implements  infection  control  and  safety  policies  and  procedures  according  to  established 
guidelines;  maintains  confidentiality  of  client  information;  provides  care  in  compliance  with 
Home  Health  Agency,  State  and  Federal  regulations,  and  documents  care  as  assigned. 

7.  Participates  in  weekly  case  conferences  related  to  needs  assessments  of  clients;  assists  in 
promoting  health  education  for  clients  and  client  families. 

8.  Performs  related  duties  as  assigned. 
Job  Related  and  Essential  Qualifications; 

Knowledge  of;  Basic  methods  and  procedures  to  assist  clients  with  activities  of  daily  living. 

Ability  to;  Read,  write  and  carry  out  directions;  perform  tasks  involving  physical  activity,  which 
may  include  heavy  lifting  and  extensive  bending  and  standing;  effectively  interact  with  home  health 
clients,  families  and  co-workers. 

Experience  and  Training  Guidelines:  High  school  graduation  or  equivalent  required.  Experience 
in  home  health  care  or  related  field  preferred. 

License:    Home  Health  Aide  Certification  issued  by  the  State  Of  California  required  as 
obtained  through  successful  completion  of  an  approved  program. 

ADOPTED:         9/11/97 

REASON  FOR  CREATION  OF  A  NEW  CLASS:  The  Department  Of  Public  Health  has 
established  a  Home  Health  Agency  to  better  serve  the  home  health  care  needs  of  the  citizens  of  San 
Francisco  and  requires  a  classification  which  can  perform  home  health  care  aide  duties  at  a 
competitive  compensation  rate 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 


MAR  1  6  20C1 

SAN  FRANCISCO 
PUBLIC  LIBRARY 


JOB  CODE  TITLE:  CHIEF  MEDICAL  EXAMINER  JOB  CODE:  2584 

Business  Unit:  COMMN 

Definition:  Under  policy  direction,  directs  the  activities  of  the  Medical  Examiner's  Office  in  the 
investigation  and  medical  evaluation  of  all  deaths  within  the  County  of  San  Francisco  that  are  reported  in 
accordance  with  state  law.  Examines  living  persons  for  the  purpose  of  forensic  evidence  collection,  injury 
documentation  or  related  medico-legal  reasons.  Establishes  procedural  and  work  standards  for  staff  personnel 
and  evaluates  the  effectiveness  of  professionals;  performs  forensic  autopsies;  presides  at  inquests  and 
examines  witnesses;  submits  proposals  for  research  projects  and  administers  supporting  grant  funds; 
develops  instructional  programs  in  forensic  sciences;  secures  medical  and  technical  consultants  as  required; 
directs  the  preparation  of  official  records  and  reports;  attends  professional  conferences;  and  performs  related 
duties  as  required.  Requires  major  responsibility  for:  developing,  originating,  coordinating,  and  executing 
policies  and  procedures  to  be  followed  within  the  Medical  Examiner's  department;  making  continuing 
contacts  with  law  enforcement  personnel,  doctors,  attorneys,  and  members  of  bereaved  families;  developing, 
directing,  and  supervising  research  projects  and  programs  of  instruction  in  support  of  the  department's 
objectives. 

Distinguishing  Features:  The  2584  Chief  Medical  Examiner  is  distinguished  from  Class  2582  Assistant 
Medical  Examiner  and  Class  2581  Medical  Examiner's  Administrator  in  that  the  2584  is  the  department 
head,  the  individual  designated  by  state  law  as  having  the  legal  authority  of  the  office,  and  is  responsible  for 
directing  the  activities  of  the  Medical  Examiner's  Department. 

Supervision  Exercised:  Responsible  for  the  overall  direction  of  the  department. 

Examples  of  Important  and  Essential  Duties:  According  to  the  Civil  Service  Commission  Rule  109,  the 
duties  specified  below  are  representative  of  the  range  of  duties  assigned  to  this  job  class  and  are  not  intended 
to  be  an  inclusive  list. 

1 .  Plans,  organizes,  directs  and  evaluates  the  activities  of  the  Medical  Examiner's  Office  to  include  medical, 
investigative,  administrative  and  custodial  functions;  reviews  and  inspects  the  department's  operations  in 
accordance  with  State  laws,  ordinances  of  the  City  and  County,  court  directed  policies,  professional 
procedures  and  sound  managerial  practices. 

2.  Responds  to  homicide  scenes  as  part  of  the  major  crime  investigative  team  and  as  required  for  other 
scenes  to  make  preliminary  findings  as  to  the  cause  and  circumstances  of  death;  directs  activities 
concerned  with  the  collection  and  preservation  of  evidence.  Examines  living  persons  for  medico-legal 
reasons,  documenting  injuries,  collecting  evidence  and  interpreting  changes  of  potential  legal  importance. 

3.  Establishes  standards  for  the  conduct  of  forensic  autopsies  and  other  forensic  work,  reviews  and 
supervises  the  work  of  the  medical  and  toxicological  staff;  interprets  reports  prepared  by  staff  physicians, 
toxicologists  and  investigative  staff;  performs  forensic  autopsies  as  required  in  accordance  with  state  law 
and  consistent  with  the  policies  of  the  department. 

4.  Confers  with  medical  and  investigative  personnel  in  making  determinations  as  to  the  cause,  circumstance 
and  manner  of  death;  presides  at  inquests;  examines  witnesses;  confers  with  private  physicians  and 
attorneys;  consults  with  police  officers  and  district  attorneys  in  the  preparation  of  court  cases;  testifies  in 
court  as  an  expert  witness. 

5.  Acts  as  official  spokesperson  for  the  department;  issues  official  statements  to  the  news  media;  meets  with 
families  of  deceased  to  discuss  medical  aspects  of  cases  within  the  jurisdiction  of  the  Medical  Examiner. 


JOB  CODE  TITLE:  CHIEF  MEDICAL  EXAMINER  JOB  CODE:  2584 

Business  Unit:  COMMN 

6.  Develops  proposals  for  research  projects;  establishes  procedures,  methodology,  standards,  and  objectives 
for  the  conduct  of  such  projects;  supervises  the  preparation  of  reports  and/or  the  publication  of  findings; 
directs  the  allocation  and  expenditure  of  grant  monies. 

7.  Plans,  directs,  and  participates  in  instructional  programs  for  pathology  fellows,  law  enforcement 
personnel,  crime  laboratory  technicians,  hospital  emergency  staff  members,  and  the  public  on  the  laws 
and  procedures  governing  the  operations  of  the  Medical  Examiner's  Office. 

8.  Establishes  policy  and  ensures  compliance  with  all  blood  borne  pathogen,  biohazard,  injury  and  illness 
prevention  and  other  safety  programs  in  accordance  with  local,  state  and  federal  laws.  Establishes 
controls  for  the  use  of  X-ray  and  other  dangerous  radiation  equipment,  and  directs  the  publication  and 
enforcement  of  appropriate  safety  rules  relating  to  such  equipment.  Acts  as  radiation  safety  officer,  with 
the  required  experience  or  training  in  nuclear  medicine  and  knowledge  of  radiation  safety  and  x-ray 
procedures. 

9.  Secures  the  services  of  medical  and  technical  consultants  for  the  support  and  extension  of  the  Medical 
Examiner's  staff;  reviews  and  evaluates  the  findings  of  such  specialists. 

10.  Consults  with  other  professionals  in  the  field  of  forensic  sciences,  and  may  represent  the  City  and  County 
of  San  Francisco  at  conferences  of  particular  interest  to  Medical  Examiner  staff  personnel. 

1 1 .  Performs  related  duties  as  required. 

Job  related  and  Essential  Qualifications: 

Knowledge  of:  laws,  ordinances  and  practices  governing  the  operations  of  the  Medical  Examiner's 
department;  procedures  followed  in  criminal  investigative  work;  principles  and  procedures  for  the  collection, 
testing  and  recognition  of  forensic  evidence;  principles  and  practices  of  forensic  medicine,  clinical  and 
anatomic  pathology,  safety  procedures  and  the  performance  of  forensic  autopsies;  radiation  safety  in  the 
application  and  use  of  radioisotopes,  sealed  sources,  x-ray  and  fluoroscopy;  biohazard  safety  procedures  and 
injury  prevention. 

Ability  and  skill  to:  administer  a  department  staffed  in  part  by  fellow  professionals;  establish  and  maintain 
effective  working  relationships  with  administrators  of  local  medical  schools,  with  physicians  in  the  private 
sector,  attorneys,  law  enforcement  personnel,  surviving  family  members,  and  supervisory  personnel  in  other 
departments  of  the  City  and  County;  perform  forensic  autopsies;  conduct  inquests  and  examine  witnesses; 
evaluate  medical  and  related  investigative  reports;  speak  in  a  clear  and  understandable  manner  appropriate  to 
the  understanding  of  the  audience;  listen  and  effectively  elicit  information;  prepare  clear,  concise  and 
effective  written  communications;  set  priorities  and  coordinate  and  schedule  tasks  or  events  in  a  logical 
manner;  plan,  assign,  supervise  and  evaluate  the  work  of  assigned  staff;  direct  activities,  monitor 
productivity  and  evaluate  outcomes;  use  a  computer  to  access  and  input  information  and  prepare  written 
documents. 

Experience  and  Training  Guidelines: 

Graduation  from  an  approved  medical  school  with  possession  of  an  M.D.  or  D.O.  (Doctor  of  Osteopathy) 
degree,  or  the  I  Inited  States  accepted  equivalent;  AND 

Satisfactory  completion  of  a  residency  program  approved  by  the  Council  for  Graduate  Medical  Education  in 
pathology  with  board  certification  in  anatomic  and/or  clinical  pathology,  and  the  subspecialty  of  forensic 
pathology;  the  applicant  must  have  a  certificate  in  forensic  pathology  at  the  time  of  application  for  the 
position;       AND 


JOB  CODE  TITLE:  CHIEF  MEDICAL  EXAMINER  JOB  CODE:  2584 

Business  Unit:  COMMN 

"^  Training  in  biohazard  safety  practices,  and  college  level  or  pathology  level  training  in  nuclear  medicine  and 
familiarity  with  radiation  source  and  equipment  use  as  well  as  safety  requirements;  an  applicant  must  be  able 
to  perform  the  duties  of  radiation  safety  officer  for  the  department;       AND 
Five  years  of  responsible  medical-administrative  experience,  preferably  in  the  field  of  legal  medicine. 

Licensure/Certification: 


Possession  of  a  valid  license  as  a  Physician  and  Surgeon  issued  by  the  California  State  Board  of  Medical 

Examiners,  with  Board  certification  in  forensic  pathology. 

Possession  of  registration  with  the  Drug  Enforcement  Administration  of  the  United  States  Department  of 

Justice  with  authority  to  possess,  use  and  prescribe  drugs  and  controlled  substances. 

Possession  of  an  x-ray  supervisor's  certificate  issued  by  the  State  of  California  Department  of  Health 

Services  as  a  radiography  and  fluoroscopy  x-ray  supervisor  and  operator.  As  an  alternate,  an  applicant  may 

show  registration  and  eligibility  for  such  a  certificate,  with  completion  of  the  application  within  one  year  of 

assuming  the  position  of  Chief  Medical  Examiner;  incumbents  must  be  able  to  perform  the  duties  of 

radiation  safely  officer  for  the  department. 

Possession  of  a  valid  California  Driver  License,  class  C  or  higher 

Other  Legal  Requirements:  In  accordance  with  State  of  California  Penal  Code  Section  830.35  and 
Government  Code  24010,  the  Chief  Medical  Examiner  is  a  peace  officer.  Applicants  must  qualify  for  peace 
officer  status  as  set  forth  in  State  of  California  Government  Code  sections  1031,  and  must  pass  a  peace 
officer's  background  investigation  prior  to  appointment.  In  addition,  appointees  must  be  eligible  for  and 
receive  Peace  Officer  Standards  and  Training  (P.O. ST.)  certification.  Specialized  P.O. ST.  Basic 
■f  requirements  for  this  position  include:  successful  completion  of  the  PC  832  course  (Peace  Officers  Firearms 
and  Arrest  Procedures)  and  successful  completion  of  the  Basic  Death  Investigation  course.  An  appointee  may 
assume  office  pending  completion  of  the  PC832  course  and  full  POST  certification,  but  these  requirements 
must  be  met  within  one  year  of  appointment. 

Note:  This  class  is  exempt  from  Civil  Service  appointment  under  Section  10.104.05  of  the  City  Charter. 

Effective  Date:  01-12-64 

Amended  Date:  1 1-02-73 
Amended  Date:  01-04-78 
Retitled  and  Amended  Date:     3/2/01 

Reason  for  Amendment:  to  re-title  and  to  accurately  reflect  the  current  legal  requirements,  professional 
standards,  tasks,  knowledges,  skills  and  abilities  for  this  class. 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(NEW  CLASS) 

CLASS  TITLE:   HEALTH  WORKER  I  CODE:   2585 

CHARACTERISTICS  OF  THE  CLASS: 

Under  the  close  supervision  and  guidance  of  health  professionals  and  para- 
professionals,  performs  a  wide  variety  of  well-defined  duties  designed  to  aid  and 
encourage  members  of  the  community  to  utilize  Health  Department  services;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  the  first  level  in  the  Health  Service  Career  Ladder.  The  Health 
Worker  I  is  expected  to  interpret  community  social,  political,  and  cultural 
patterns  to  other  program  staff;  he  must  be  able  to  communicate  effectively  with 
community  residents  as  well  as  program  staff.  The  Health  Worker  I  will  spend  up 
to  50.  per  cent  of  work  time  in  orientation  and  training  in  health  skills  needed 
for  increasing  job  competence  and  as  preparation  for  promotion  to  higher  levels 
in  the  Health  Services  Career  Ladder. 

EXAMPLES  OF  DUTIES: 

1 .  Participates  in  an  intensive  training  program  in  order  to  become 
familiar  with  community  resources;  provides  general  advice  to  patients  and  others 
regarding  available  services;  provides  assistance  to  patients  in  utilizing  avail- 
able health  and  community  resources. 

2.  Receives,  registers  and  routes  patients  reporting  for  treatment  or  other 
assistance  at  program  facilities;  sets  up  and  cleans  up  after  clinics  and  other 
meetings;  maintains  needed  supplies;  may  collect  patient  specimens  for  required 
lab  tests . 

3.  May  provide  language  interpretation  services  for  patients;  may  translate 
letters,  pamphlets,  booklets,  films  and  other  materials. 

A-     Assists  patients  in  making  appointments  for  needed  services;  assists  in 
guiding  and  processing  patients  through  clinics,  hospitals,  and  other  facilities; 
visits  patients  and  community  residents  at  home  or  in  hospitals  to  provide  as- 
sistance and  support. 

5.  Performs  routine  clerical  tasks  related  to  maintaining  records  of  the 
particular  program  in  which  involved. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  the  ninth  grade,  supple- 
mented by  a  background  of  at  least  one  year  of  personal  experience  which  demon- 
strates an  interest  in  and  general  knowledge  of  community  health  needs. 

Special  Requirements:  Certain  positions  in  this  classification  may  require 
a  minimum  residency  period  in  specified  community  districts,  a  specific  bilingual 
skill,  and  a  bicultural  background.  Firsthand  experience  of  certain  health 
problems  including  successful  rehatilitation  from  such  problems,  may  also  be 
required. 

Knowledge.  Abilities  and  Skills:  Requires  some  knowledge  of  the  ethnic, 
economic  and  social  factors  affecting  the  residents  of  the  neighborhood  served 
by  the  health  program. 

Requires  ability  to:  Speak,  read  and  write  English  as  well  as  the  language 
predominant  in  the  district  served;  communicate  with  the  clients  of  the  program; 
work  effectively;  with  professional  and  other  staff  members. 
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PROMOTIVE  LINES: 
To:    2586  Health  Worker  II 
From:   Original  Entrance  Examination 

Adopted:   December  18,  1972 


SAN  FRANCISCO  CIVIL  SERIVCE  COMMISSION 

CLASS  TITLE:   HEALTH  WORKER  II  CODE:   2586 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  wide  variety  of  paraprofessional  duties  in  a 
service  program  of  the  Department  of  Public  Health;  functions  as  a  liaison  between 
community  residents  and  program  staff;  provides  counseling  and  advice  to  patients  re- 
garding health  problems;  may  supervise  Health  Worker  I;  may  drive  or  accompany  patients 
between  their  homes,  hospitals  or  other  social  agencies;  and  performs  related  duties 
as  required. 

DISTINGUISHING  FEATURES: 

This  is  the  second  level  in  the  health  service  career  ladder.  Health  Worker  II 
differs  from  Health  Worker  I  in  that  employees  in  the  former  classification  require 
less  supervision  and  exercise  greater  independent  judgment.   Some  positions  require 
driving  a  motor  vehicle  in  the  performance  of  duties;  (incumbents  are  not  qualified  to 
drive  an  ambulance 0) 

EXAMPLES  OF  DUTIES: 

1,  Participates,  but  to  a  lesser  degree  than  Health  Worker  I,  in  the  health 
service  training  program, 

2.  Advises  patients  and  others  regarding  health  care  and  other  facilities  avail- 
able to  them;  assists  patients  in  utilizing  such  services;  makes  follow-up  contacts 
when  required, 

I  3,   Serves  as  liaison  between  the  professional  staff  and  the  community, 

4,  May  provide  language  interpretation  services  in  contacts  with  non-English 
speaking  client s0 

5,  Assists  in  gathering  and  evaluating  data  concerning  the  program  to  which  as- 
signed; may  perform  incidental  clerical  duties  such  as  keeping  records,  answering  the 
telephone  and  arranging  client  appointments, 

6,  May  transport  ambulatory  patients  between  their  homes  and  clinics,  hospitals 
or  other  social  agencies;  may  transport  staff  members  to  meetings  with  administration 
approval;  reports  malfunctions  of  the  vehide  to  supervisor, 

7,  May  pick  up  and  deliver  supplies  and  equipment,  including  high-security 
pharmaceutical  supplies,  laboratory  tests  and  mail, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supplemented  by  at 
least  one  year  of  experience  similar  to  those  of  Health  Worker  I;  or  two  year's  experi- 
ence as  a  Health  Worker  I;  or  an  equivalent  combination  of  training  and  experience. 

Special  Requirements:   Certain  positions  in  this  classification  may  require  a 
minimum  residency  period  in  specified  community  districts,  a  specific  bilingual  skill 
and  a  bicultural  background.  First-hand  experience  of  certain  health  problems,  includ- 
ing successful  rehabilitation  from  such  problems  may  also  be  required. 

License:   Must  possess  a  valid  Calif,  Driver's  License  for  positions  requiring 
driving. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of  the  ethnic,  eco- 
nomic and  social  factors  affecting  the  residents  of  the  neighborhood  served  by  the 
health  program. 


CLASS  TITLE:   HEALTH  WORKER  II  CODE:   2586 

MINIMUM  QUALIFICATIONS:   (contd)  { 

Requires  ability  to:   Speak,  read  and  write  English  as  well  as  the  language 
predominant  in  the  district  served;  communicate  with  the  clients  of  the  program;  work 
effectively  with  professional  and  other  staff  members, 

PROMOTIVE  LINES: 

To   :   2587  Health  Worker  III 

From:   2585  Health  Worker  I 

Original  entrance  examination 

Adopted:   12/18/72 
Amended:   8/18/75 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(NEW  CLASS) 

CLASS  TITLE:   HEALTH  WORKER  II  CODE:   2586 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  a  wide  variety  of  para-professional  duties  in 
a  service  program  of  the  Department  of  Public  Health;  functions  as  a  liaison 
between  community  residents  and  program  staff;  provides  counseling  and  advice 
to  patients  regarding  health  problems;  may  supervise  Health  Worker  I;  and  per- 
form related  duties  as  required. 

DISTINGUISHING  FEATURES : 

This  is  the  second  level  in  the  Health  Service  Career  Ladder.  Health  Worker 
II  differs  from  Health  Worker  I  in  that  employees  in  former  classification 
require  less  supervision  and  exercise  greater  independent  judgment. 

EXAMPLES  OF  DUTIES: 

1.  Participates,  but  to  a  lesser  degree  than  Health  Worker  I,  in  the  health 
service  training  program. 

2.  Advises  patients  and  others  regarding  health  care  and  other  facilities 
available  to  them;  assists  patients  in  utilizing  such  services;  makes  follow-up 
contacts  when  required. 

3.  Serves  as  liaison  between  the  professional  staff  and  the  community. 
l+.     May  provide  language  interpretation  services  in  contacts  with  non- 
English  speaking  clients. 

5.  Assists  in  gathering  and  evaluating  data  concerning  the  program  to 
which  assigned;  may  perform  incidental  clerical  duties  such  as  keeping  records, 
answering  the  telephone  and  arranging  client  appointments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  high  school,  supplemented 
by  at  least  one  year  of  experience  similar  to  those  of  Health  Worker  I;  or  two 
year's  experience  as  a  Health  Worker  I;  or  an  equivalent  combination  of  training 
and  experience . 

Special  Requirements:  Certain  positions  in  this  classification  may  require 
a  minimum  residency  period  in  specified  community  districts,  a  specific  bilingual 
skill  and  a  bicultural  background.  Firsthand  experience  of  certain  health  prob- 
lems including  successful  rehabilitation  from  such  problems,  may  also  be  required. 

Knowledge.  Abilities  and  Skills:  Require  a  good  knowledge  of  the  ethnic, 
economic  and  social  factors  affecting  the  residents  of  the  neighborhood  served  by 
the  health  program. 

Requires  ability  to:  Speak,  read  and  write  English  as  well  as  the  language 
predominant  in  the  district  served;  communicate  with  the  clients  of  the  program; 
work  effectively  with  professional  and  other  staff  members. 

PROMOTIVE  LINES: 

To:   2587  Health  Worker  III 
From:  2586  Health  Worker  I 

Original  Entrance  Examination 

Adopted:   December  18,  1972 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

DO* 

CLASS  TITLE:   HEALTH  WORKER  III  CODE:   2587 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  a  wide  variety  of  the  more  difficult 
paraprofessional  duties  in  a  service  program  of  the  Department  of  Public  Health; 
works  with  professional  staff  in  extending  effective  services  to  clients  of  the 
program  served;  plans,  develops,  and  follows  through  on  all  contacts  and  cases; 
may  supervise  a  small  staff  of  workers,  primarily  Health  Worker  I  and  IT;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  the  third  level  in  the  Health  Service  Career  Ladder.  The  Health 
Worker  III  differs  from  Health  Worker  II  in  that  the  former  is  assigned  the  more 
difficult  and  responsible  paraprofessional  duties,  and  works  under  a  lesser  degree 
of  supervision  and  has  a  greater  latitude  for  independent  judgement.  Health  Worker 
III  may  be  assigned  to  supervise  the  work  of  a  small  staff  of  employees  in  lower 
classifications . 

EXAMPLES  OF  DUTIES: 

1.  In  therapeutic  rehabilitation  programs,  assists  in  the  planning  of  recrea- 
tional, educational,  and  work  therapy  activities. 

2.  Interviews  and  screens  patients,  identifies  patient's  general  condition  and 
assists  in  assessing  specific  patient  conditions  and  in  treatment  planning  in  con- 
junction with  professional  staff;  may  perform  crisis  intervention  activities. 

3.  Represents  program  staff  in  meetings  with  local  community  groups  and  govern- 
mental and  social  agencies  to  provide  information  on  the  activities  and  goals  of  the 
assigned  program. 

4.  As  a  part  of  a  therapeutic  program,  may  conduct  craft,  recreation,  and 
other  activity  groups;  as  directed,  may  assist  in  conducting  therapy  sessions  with 
professional  supervision. 

5.  Maintains  records  incidental  to  other  assigned  duties,  including  patient's 
charts;  may  conduct  surveys  and  operates  technical  equipment. 

6.  Supervises  others,  primarily  in  the  lower  Health  Worker  classifications. 

7.  When  assigned  to  a  specialized  activities  program,  plans,  implements, 
supervises,  coordinates,  publicizes,  evaluates  and  documents  the  activities  for 
patients,  including  social,  creative,  educational,  physical  and  religious  programs. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supplemented  by 
at  least  three  years  of  experience  performing  duties  similar  to  those  of  Health 
Worker  II;  OR  two  years  of  experience  as  a  Health  Worker  II;  OR  an  equivalent  com- 
bination of  training  and  experience . 

Special  Requirements:   Certain  positions  in  this  classification  may  require  a 
minimum  residency  in  specified  community  districts,  specified  bilingual  and/or 
bicultural  skills  and  experience ,  firsthand  experience  of  certain  health  problems 
including  successful  rehabilitation  from  such  problems,  or  other  such  requirements 
as  the  needs  of  a  specified  program  may  dictate. 


CLASS  TITLE:   HEALTH  WORKER  III  CODE:   2587 

MINIMUM  QUALIFICATIONS:   (Cont.)- 

When  assigned  to  a  specialized  activities  program,  requires  either  two  years 
of  experience  in  a  social  or  recreational  program,  one  of  which  was  in  a  patient 
activities  program  in  a  health  care  setting;  OR  registration  as  an  art,  dance,  music, 
recreational  or  occupational  therapist  or  occupational  therapy  assistant,  with  the 
appropriate  national  association;  OR  possession  of  a  Baccalaureate  or  Master's  Degree 
with  a  major  in  one  of  the  following  therapies:  art,  dance,  music,  recreational  or 
occupational  therapy;  or  certification  as  an  Activity  Leader  from  a  recognized 
educational  institution  whose  course  has  been  approved  by  the  California  State 
Department  of  Health  Services . 

Knowledges,  Abilities  and  Skills:   Should  have  a  general  knowledge  of  the 
ethnic,  economic  and  social  factors  affecting  the  residents  of  the  neighborhood 
served  by  the  health  program  and  the  ability  to  speak ,  read  and  write  English  as 
well  as  the  language  predominant  in  the  district  served. 

When  assigned  to  a  specialized  activities  program,  requires  knowledge  of  the 
principles  of  activity  therapy  and  of  the  health  and  emotional  problems  of  the 
chronically  ill,  aged  and  disabled. 

When  assigned  to  a  specialized  activities  program,  requires  abilities  to 
evaluate  the  capabilities,  needs  and  interests  of  the  individual  patients  and  to 
plan,  organize  and  implement  activity  programs  for  both  individuals  and  groups. 

PROMOTIVE  LINES: 

TO:     2588  Health  Worker  IV 

FROM:    2586  Health  Worker  II 

Original  entrance  examination 

ADOPTED:   December  18,  1972 

AMENDED:   May  5,  1980 


_,, 

SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   HEALTH  WORKER  IV  CODE:   2588 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  supervises,  coordinates,  and  instructs  a  staff  of 
paraprofessional  workers  in  a  service  program  of  the  Public  Health  Department; 
participates  in  organizing  and  directing  in-service  training  activities  for  Health 
Workers;  provides  administrative  supervision  for  Health  Workers  and  assists  in 
planning  for  their  most  effective  use  in  the  assigned  program;  provides  community- 
oriented  direct  and  indirect  services;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  the  fourth  level  in  the  Health  Service  Career  ladder.  The  Health 
Worker  IV  differs  from  Health  Worker  III  in  that  the  former  will  usually  be  assigned 
to  supervise  a  staff  composed  of  Health  Workers  and  others,  and  may  be  assigned 
responsibility  for  the  supervision  of  a  specific  program  or  program  component. 

EXAMPLES  OF  DUTIES: 

1.  May  supervise  a  specific  health  or  rehabilitation  program;  plans,  directs, 
and  coordinates  the  educational,  recreational,  therapeutic  and  work  projects  of 

the  program  participants  as  directed  by  professional  staff. 

2.  Supervises  and  trains  lower  classification  of  paraprofessional  personnel 
in  the  skills  required  for  successful  performance  of  their  assigned  duties;  assists 
in  preparation  of  in-service  training  materials;  provides  liaison  with  Team  Leaders 
regarding  function  and  performance  of  Health  Workers  I,  II,  and  III. 

3.  Meets  with  representative  of  the  local  community  and  professional  and 
social  agencies  to  inform  them  of  the  scope  of  available  treatment  programs  and  to 
elicit  their  cooperation  and  support;  provides  community  education  services. 

4.  Assists  in  planning  and  execution  of  programs  and  operations,  research 
projects,  and  reports,  as  directed;  evaluates  data  and  suggests  programs  in  the 
preventive  areas  of  social  and  health  adjustments. 

5.  May  interview  and  screen  program  clients,  identifying  general  client  con- 
dition; performs  crisis  intervention  activities  under  professional  direction;  pro- 
vides broad  social  counseling  activities  and  assists  in  group  therapy  sessions. 

6.  When  assigned  to  a  specialized  activity  program,  is  responsible  for 
supervising  the  program  on  specified  wards  or  units  and/or  assisting  the  director 
of  the  program. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school,  supplemented  by 
at  least  five  years  of  experience  performing  duties  similar  to  those  of  Health 
Worker  III;  OR  two  years  of  experience  as  a  Health  Worker  III;  OR  an  equivalent  com- 
bination of  training  and  experience. 

Special  Requirements:   Certain  positions  in  this  classification  may  require  a 
minimum  residency  in  a  specified  community  district,  specified  bilingual  and/or 
bicultural  skills  and  experience,  firsthand  experience  of  certain  health  problems 
and  including  successful  rehabilitation  from  such  problems,  or  other  such  requirements 
as  the  needs  of  a  specific  program  may  dictate. 
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MINIMUM  QUALIFICATIONS:   (Cont.) 

When  assigned  to  a  specialized  activities  program,  requires  six  months  of 
supervisory  experience  in  addition  to:   either  two  years  of  experience  in  a  social 
or  recreational  program,  one  year  of  which  was  in  a  patient  activities  program  in 
a  health  care  setting;  OR  registration  as  an  art,  dance,  music,  recreational  or 
occupational  therapy  assistant,  with  the  appropriate  national  association  OR 
certification  as  an  Activity  Leader  from  a  recognized  educational  institution  whose 
course  has  been  approved  by  the  California  State  Department  of  Public  Health  Services. 

Knowledges,  Abilities  and  Skills:   Must  have  a  comprehensive  knowledge  of  the 
ethnic,  economic  and  social  factors  effecting  the  residents  of  the  neighborhood 
served  by  the  health  program  and  the  ability  to  read,  speak,  and  write  English  as 
well  as  the  language  predominant  in  the  district  service;  physical  and  emotional 
symptoms  and  resources  available  for  their  resolution ;  community  services  and 
agencies;  group  methods  and  techniques  of  mental  health  education;  health  program 
principles . 

When  assigned  to  a  specialized  activities  program,  requires  good  working 
knowledge  of:  the  principles  of  activity  therapy;  the  health  and  emotional  problems 
of  the  chronically  ill,  aged  and  disabled;  requires  basic  knowledge  of  budget 
preparation . 

Requires  ability  to:   assume  a  high  degree  of  responsibility;  undertake  super- 
visory duties;  provide  effective  liaison  between  staff,  patients,  neighborhood 
residents,  and  programs  involving  these  groups.  * 

When  assigned  to  a  specialized  activities  program,  requires  ability  to: 
supervise,  train  and  work  with  others,  including  activity  leaders  and  volunteers; 
coordinate  overall  activity  program  with  activity  leaders  '  and  volunteers ' 
schedules;  implement  activity  programs;  evaluate  the  capabilities,  needs  and 
interests  of  individual  patients. 

PROMOTIVE  LINES: 

TO:     2589  Health  Program  Coordinator  I 

FROM:    2587  Health  Worker  III 

Original  entrance  examination 

ADOPTED:   December  18,  1972 

AMENDED:   May  5,  1980 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(NEW  CLASS) 

CLASS  TITLE:   HEALTH  PROGRAM  COORDINATOR  I  CODE:   2589 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision  of  a  health  team  leader,  supervises,  coordinates  and  in- 
structs in  any  phase  of  the  community  services  of  a  public  health  or  community 
mental  health  program,  such  as  program  planning,  evaluation,  community  relations, 
etc.;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   supervising  the  activities  of  para-professional 
workers  in  a  community  health  program;  establishing  and  maintaining  liaison 
between  a  community  health  facility  and  a  wide  variety  of  public  and  private 
agencies  and  community  groups  and  representatives;  providing  information  to 
interested  parties  regarding  the  range  of  available  community  health  programs; 
training  para- professional  staff. 

EXAMPLES  OF  DUTIES: 

1 .  Supervises  activities  of  para- professional  workers  in  assigned  programs; 
assists  Health  Program  Coordinator  II  and  trains  Health  Workers. 

2.  Arranges  meetings  with  local  community  groups,  such  as  churches,  schools, 
and  business  organizations,  informing  them  of  the  range  of  health  programs. 

3.  Coordinates  activities  of  Drop- In  Centers  and  supervises  the  establish- 
ment of  new  units;  meets  with  executive  level  representatives  of  the  local  commu- 
nity and  professional  and  social  agencies  to  inform  them  of  the  various  health 
programs  and  coordinates  efforts  of  such  agencies  as  they  relate  to  existing 
health  programs . 

4-.  Assists  in  planning  and  execution  of  routine  programs  and  operations 
including  preparation  of  objectives  and  means  to  achieve  program  proposals, 
research  preparation  and  other  regular  reports  as  required. 

5.  Establishes  liaison  with  local  government  and  social  agencies  such  as 
parole,  social  services,  hospitals,  and  police  to  inform  them  of  the  available 
resources  for  persons  in  need  of  health  care  services. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college  or 
university  with  a  baccalaureate  degree,  supplemented  by  one  year  of  experience 
in  a  community  health  program;  or  two  years  of  experience  as  a  Health  Worker  IV; 
or  an  equivalent  combination  of  training  and  experience . 

PROMOTIVE  LINES: 

To:   2591  Health  Program  Coordinator  II 

From:   2588  Health  Worker  IV 

Original  Entrance  Examination 


Adopted:   December  18.  1972 


• 


(NEW  CLASS)  SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   REHABILITATION  PROGRAM  WORKER  I  CODE:  2590 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate  supervision,  learns  beginning- level  subprofessional  rehabili- 
tation work  in  a  therapeutic  rehabilitation  program  for  alcoholism  or  drug  abuse 
in  a  facility  of  Community  Mental  Health  Services;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:  Performing  clerical  duties;  regular  contact  with 
individuals,  groups,  and  agencies  in  providing  information  regarding  the  program; 
assisting  staff  and  participants  in  the  work  of  the  therapy  team;  learning  the 
skills  necessary  to  perform  the  nonprofessional  work  of  the  program. 

DISTINGUISHING  FEATURES: 

This  is  the  entrance-level  classification  in  a  subprofessional  rehabilitation 
series  designed  to  staff  self-help  residential  programs  and  other  therapeutic  pro- 
grams for  alcoholism  or  drug  abuse  operated  by  Community  Mental  Health  Services. 
This  subprofessional  staff  will  utilize  experience  of  personal  rehabilitation  and/ 
or  of  participation  as  a  staff  member  in  a  therapeutic  program  in  the  areas  of 
alcoholism  or  drug  abuse  as  a  basis  for  assisting  participants  of  the  therapy  pro- 
grams toward  rehabilitation  and  return  to  society.  In  resident  programs,  this  staff 
may  live  in  the  therapeutic  community  and  be  available  on  a  24-hour  basis. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  program  staff  in  publicizing  the  program  and  issuing  infor- 
mation regarding  the  activities  and  functions  of  the  program. 

2.  Performs  clerical  duties  such  as  keeping  records,  answering  the  telephone, 
and  arranging  appointments  for  clients  of  the  program. 

3.  Assists  the  therapy  team  in  conducting  sessions  of  the  therapy  group. 

U*       Assists  in  gathering  and  evaluating  data  relevant  to  activities  and  func- 
tions of  the  program. 

5.   Maintains  an  up-to-date  list  of  job  openings  and  housing  resources  in  the 
community. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  or  the  equivalent 
plus  a  background  which  demonstrates  personal  interest  in  and  understanding  of  the 
goals  of  a  therapeutic  rehabilitation  program  for  alcoholism  or  drug  abuse  and  the 
ability  to  communicate  effectively  with  clients  of  such  a  program;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills:   Requires  a  knowledge  of  the  sociological  and 
psychological  orientation  of  the  group  served,  as  well  as  some  knowledge  of  job 
finding,  job  placement,  job  requirements,  and  housing  resources  in  the  community. 


-2- 

CLASS  TITLE:  REHABILITATION  PROGRAM  WORKER  I  CODE:  2590-Cont'd 

Requires  ability  to:  Secure  the  trust  and  cooperation  of  the  program's  clients; 
work  effectively  with  professional  and  other  staff  members  in  performing  the  work  of 
the  therapy  program. 

PROMOTIVE  LINES: 

To:    2592  Rehabilitation  Program  Worker  II 

From:  Original  entrance  examination 


ADOPTED:   9/2/69 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(NEW  CLASS) 

CLASS  TITLE:   HEALTH  PROGRAM  COORDINATOR  II  CODE:   2591 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  highly  complex  tasks  relative  to  the 
operation  of  community  health  programs  including  administrative,  personnel  and 
management  functions  in  an  area  of  assigned  responsibility;  supervises  the  ac- 
tivities of  a  staff  of  health  professionals  and  para-professionals  in  area  of 
assigned  responsibility,  and  performs  related  duties  as  required. 

Requires  responsibility  for:   planning,  developing,  and  coordinating  the 
activities  of  one  or  more  units  of  a  community  health  facility;  supervising  and 
training  professional  and  para-professional  staff  in  planning,  execution,  and 
evaluation  of  program  needs  and  projects  of  the  assigned  unit;  maintaining  liaison 
between  the  assigned  unit  and  a  wide  variety  of  business,  labor  and  industrial 
organizations,  and  public,  private,  and  community  organizations  and  agencies. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  develops  and  coordinates  the  activities  of  one  or  more  facilities 
of  a  community  health  facility,  such  as  day  care  programs,  residential  treatment 
facilities,  or  store  front  drop-in  centers. 

2.  Supervises  professionals  who  are  engaged  in  planning,  execution  and 
evaluation  of  the  needs  and  projects  within  the  community,  agency  or  group; 
initiates  plans  and  assignments  and  reviews  the  regular  and  special  work  of 
staff;  as  necessary,  trains  and  instructs  members  of  this  staff. 

3.  Coordinates  activities,  develops  and  implements  systems  to  be  used, 
initiates  policy  and  plans  overall  operations  within  facilities;  assesses  and 
determines  goals  and  priorities  of  particular  program. 

4-.  Maintains  liaison  with  business,  labor  and  industrial  organizations, 
and  public,  private  and  community  organizations  and  agencies,  to  render  advice 
on  program  policies,  seek  improvements  in  facilities  and  activities,  and  to  per- 
form other  related  activities. 

5.  Prepares  budget  projections  for  new  and  existing  programs  including  space 
needs,  patient  costs,  administrative  needs  and  costs;  prepares  grant  proposals 
for  new  community  health  programs  and  services. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college  or 
university  with  a  baccalaureate  degree,  supplemented  by  three  years  of  experience 
in  a  community  health  program  including  one  year  in  a  supervisory  or  administrative 
capacity;  two  years  of  experience  as  a  Health  Program  Coordinator  I;  or  an  equi- 
valent combination  of  training  and  experience. 

PROMOTIVE  LINES: 

To:   2593  Health  Program  Coordinator  III 

From:   2589  Health  Program  Coordinator  I 
Original  Entrance  Examination 


Adopted:   December  18.  1972 


) 


(NEW  CLASS) 

SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   REHABILITATION  PROGRAM  WORKER  II  CODE:   2592 

CHARACTERISTICS  OF  THE  CUSS: 

Under  general  supervision,  performs  subprofessional  rehabilitation  work  of 
average  difficulty  in  a  therapeutic  rehabilitation  program  for  alcoholism  or  drug 
abuse  in  a  facility  of  Community  Mental  Health  Services;  and  performs  related  duties 
as  required. 

Requires  responsibility  for:  Cooperating  with  staff  and  clients  in  providing 
counseling  and  rehabilitation  services  as  a  subprofessional  member  of  a  therapy 
team;  regular  contact  with  individuals,  groups  and  local  government  and  social 
agencies  in  providing  information  regarding  the  program;  developing  personal  knowl- 
edge and  skills  as  needed  to  successfully  perform  the  subprofessional  work  of  the 
therapy  program;  assisting  Rehabilitation  Program  Worker  III  and  participating  in 
the  training  of  Rehabilitation  Program  Worker  I. 

DISTINGUISHING  FEATURES: 

This  is  the  journeyman-level  classification  in  a  subprofessional  rehabilita- 
tion series  designed  to  staff  self-help  residential  programs  and  other  therapeutic 
programs  for  alcoholism  or  drug  abuse  operated  by  Community  Mental  Health  Services. 
This  subprofessional  staff  will-  utilize  experience  of  personal  rehabilitation  and/ 
or  of  participation  as  a  staff  member  in  a  therapeutic  program  in  the  areas  of  alco- 
holism or  drug  abuse  as  a  basis  for  assisting  participants  of  the  therapy  program 
toward  rehabilitation  and  return  to  society.  In  resident  programs,  this  staff  may 
live  in  the  therapeutic  community  and  be  available  on  a  24.-hour  basis. 

EXAMPLES  OF  DUTIES: 

1.  As  a  subprofessional  member  of  a  therapeutic  team,  works  with  program 
clients  in  groups  or  individually,  within  the  therapeutic  community,  in  hospitals, 
or  in  other  facilities  as  requested. 

2.  Represents  the  program  staff  in  meetings  with  local  community  groups  and 
governmental  and  social  agencies  to  provide  information  on  the  acitivities  and 
goals  of  the  therapy  program. 

3.  Participates  in  educational  and  concept  seminars  and  groups  related  to 
the  rehabilitation  of  patients. 

4-.   Assists  in  planning  recreational,  educational,  and  work  therapy  activi- 
ties. 

5.   Develops  on-going  relations  in  the  community  among  employers  in  order  to 
compile  a  list  of  job  possibilities  or  volunteer  work;  also  compiles  a  list  of 
housing  resources  for  clients. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school  or  the  equivalent, 
plus  one  year  of  experience  participating  in  a  therapeutic  program  for  alcoholism 
or  drug  abuse  as  a  staff  member,  resident,  patient,  or  client;  or  an  equivalent 
combination  of  training  and  experience  which  demonstrates  personal  interest  in  and 
understanding  of  the  goals  of  a  therapeutic  rehabilitation  program  for  alcoholism 
or  drug  abuse,  as  well  as  the  abilities  needed  to  work  effectively  with  staff  and 
clients  of  such  a  program. 


-2- 

CLASS  TITLE:  REHABILITATION  PROGRAM  WORKER  II  CODE:   2592  -  cont'd 

Knowledge^  Abilities  and  Skills:   Requires  a  working  knowledge  of:  The 
sociological  and  psychological  orientation  of  the  group  served;  job  finding,  job 
placement,  job  requirements,  and  housing  resources  in  the  community. 

Requires  ability  to:   Secure  the  trust  and  cooperation  of  the  program's 
clients;  work  effectively  with  professional  and  other  staff  members  in  carrying 
out  the  work  of  the  therapy  program. 

PROMOTIVE  LINES: 

To   :   2594-  Rehabilitation  Program  Worker  III 

From:   2590  Rehabilitation  Program  Worker  I 
Original  entrance  examination 


. 


ADOPTED:    9/2/69 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(NEW  CLASS) 

CLASS  TITLE:   HEALTH  PROGRAM  COORDINATOR  III  CODE:   2593 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  complex  administrative  tasks  re- 
lative to  program  planning  and  evaluation,  management,  community  development 
and  action,  consultation,  training,  and  other  assignments  related  to  the 
development  and  coordination  of  community  health  programs. 

Requires  responsibility  for:   planning,  developing,  and  coordinating  the 
activities  of  one  or  more  units  of  a  community  health  facility;  supervising 
and  training  professional  and  para-professional  staff  in  planning,  execution, 
and  evaluation  of  program  needs  and  projects  of  the  assigned  unit(s);  main- 
taining liaison  between  the  assigned  unit(s)  and  a  vide  variety  of  business, 
labor,  and  industrial  organizations,  and  public,  private,  and  community  organi- 
zations and  agencies. 

EXAMPLE  OF  DUTIES: 

1 .  Coordinates  the  development  of  various  health  services  and  programs 
and  the  planning,  execution  and  evaluation  of  the  work  of  the  facilities, 
agencies  or  community  groups  with  which  they  work. 

2.  Initiates  plans  and  assignments,  and  reviews  the  regular  and  special 
work  of  assigned  staff;  trains,  instructs  and  evaluates  members  of  this  staff 
as  necessary. 

3.  Coordinates  activities,  develops  and  implements  systems  to  be  used, 
initiates  policy  and  plans  overall  operations;  assesses  and  determines  goals 
and  priorities. 

4.  Maintains  liaison  with  business,  labor  and  industrial  organizations, 
and  public,  private  and  community  organizations  and  agencies,  to  render  advice 
on  program  policies,  seek  improvement  in  facilities  and  activities,  and  performs 
other  important  liaison  functions. 

5.  May  serve  as  Director  of  a  specialized  service  of  the  facility; 
responsible  for  the  planning,  organizing,  staffing,  directing,  and  controlling 
the  particular  service. 

6.  May  conduct  a  program  to  develop  effective  training  techniques  related 
to  the  various  phases  of  community  health  activities;  plans  course  of  study, 
implements  it  and  evaluates  its  effectiveness. 

7.  May  represent  the  Clinical  Director  at  high  level  meetings,  conferences, 
and  seminars;  performs  related  work  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four -year  college  or 
university  with  a  baccalaureate  degree,  supplemented  by  five  years  of  experience 
in  a  community  health  program  including  two  years  in  a  supervisory  or 
administrative  capacity;  or  two  years  of  experience  as  a  Health  Program  Coordin- 
ator II;  or  an  equivalent  combination  of  training  and  experience. 

PROMOTIVE  LINES: 

To:   224-6  Assistant  Director  of  Clinical  Services  I 
From:   Health  Program  Coordinator  II 
Original  Entrance  Examination 


Adopted:   December  1 8,  1972 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  EMPLOYEE  ASSISTANCE  COUNSELOR  CODE:  2594 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervisor!,  provides  pre-treatment  assessment,  short  term 
counseling  and  referral  of  City  and  County  employees  experiencing  job 
performance  difficulties  related  to  personal  problems  such  as  alcohol  and 
chemical  abuse,  emotional,  legal,  financial  and/or  marital  problems; 
conducts  group  sessions  and  workshops  on  alcohol  and  drug  misuse  and 
other  issues  related  to  job  performance;  provides  consultation  and 
follow-up  to  supervisory  and  union  personnel  regarding  employee  recovery; 
prepares  records  and  reports;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  Employee  Assistance  Counselor  is  distinguished  from  the  higher 
level  Senior  Employee  Assistance  Counselor  in  that  the  former  provides 
direct  services  to  clients  under  the  supervision  of  the  Senior  Employee 
Assistance  Counselor,  who  assumes  broader  responsibilities  which  include 
the  development  and  implementation  of  management  training  programs. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  a  restriction  on  the  assignment  of  duties  not 
specifically  listed."  (CSC  Rule  7) 

1.  Provides  pre-treatment  assessment,  brief  counseling  and  referral 
services  to  employees  of  the  City  and  County  experiencing  job  performance 
difficulties  related  to  personal  problems  such  as  alcohol  and  chemical 
abuse  and  emotional,  legal,  financial  and/or  marital  problems  to  reduce 
the  impact  of  such  problems  on  work  performance. 

2.  Consults  with  supervisors,  union  representatives  and  family 
members  regarding  specific  issues  of  individual  employees  in  conformance 
with  program  and  confidentiality  policies;  analyzes  job  performance  data 
and  recommends  specific  methods  or  techniques  to  resolve  performance 
problems  including  appropriate  supervisory  interventions. 

3.  Conducts  prevention  and  pre-treatment  groups  and  workshops  on 
alcohol  and  drug  misuse  and  other  personal  and  interpersonal  issues 
including  workplace  attitudes  and  climate  and  their  impact  on  job 
performance. 

4.  Conducts  follow-up  interviews  with  employees,  supervisors  and 
union  representatives  to  determine  the  effectiveness  of  services  provided. 

5.  Conducts  training  sessions  for  first  level  supervisory  personnel 
regarding  program  services  and  early  identification  and  referral  of 
employees  with  job  performance  difficulties  related  to  personal  problems. 

6.  Collects  client  and  program  data  for  tracking  on  the  management 
information  system  and  statistical  analysis;  prepares  related  records  and 
reports. 

DOCUMENTS  DEPT. 

MAR  12  1987 

SAN    FRANCISCO 
PUKLIC   LIBRARY 


CLASS  TITLE:  EMPLOYEE  ASSISTANCE  COUNSELOR  CODE:  2594 


QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars...  Applicants  must  be  guided  solely  by  the  announcement 
of  the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Knowledge  of  substance  abuse 
treatment  modalities  and  the  effects  of  chemical  dependency  on  the 
workplace;  public  and  private  community  resources;  organizational 
behavior  and  group  dynamics. 

Ability  to:  assess  scope  of  problems  related  to  performance 
difficulties  and  plan  an  appropriate  course  of  action;  conduct  prevention 
and  pre-treatment  workshops  of  chemical  dependency  and  other  issues 
related  to  job  performance;  prepare  clear  and  concise  reports;  and 
communicate  effectively  both  verbally  and  in  writing. 

ADOPTED:   1-8-87 

#01 52b 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SENIOR  EMPLOYEE  ASSISTANCE  COUNSELOR  CODE:  2595 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  provides  direction  and  supervision  to  a 
team  of  counselors  engaged  in  the  assessment,  short  term  counseling  and 
referral  of  City  and  County  employees  who  have  experienced  job 
performance  difficulties  related  to  personal  problems  such  as  alcohol  and 
drug  abuse,  emotional,  financial,  legal,  or  marital  problems;  provides 
managerial  and  supervisory  consultation  and  training  regarding  program 
services  and  early  identification  and  referral  of  employees  to  the 
program;  provides  pre-treatment  assessment,  brief  counseling  and/or 
crisis  intervention  for  employees  and  their  families;  collects  and 
analyzes  program  data  to  track  clients  and  evaluate  services;  prepares 
records  and  reports;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  Senior  Employee  Assistance  Counselor  is  distinguished  from  the 
lower  level  Employee  Assistance  Counselor  in  that  the  former  provides 
professional  direction  and  supervision  to  a  team  of  journey  level 
Employee  Assistance  Counselors  and  assumes  major  responsibility  for  the 
development  and  presentation  of  managerial  training  sessions.  The  class 
is  distinguished  from  the  higher  level  Employee  Referral  Program  Director 
in  that  the  latter  supervises  the  Senior  Employee  Assistance  Counselor 
and  assumes  ultimate  responsibility  and  accountability  for  the  entire 
Employee  Assistance  Program. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  a  restriction  on  the  assignment  of  duties  not 
specifically  listed."  (CSC  Rule  7) 

t£  1.  Selects,  trains  and  evaluates  a  team  of  journey  level  counselors 

iu     p>  primarily  engaged  in  the  pre-treatment  assessment,  brief  counseling, 

Q  oo  5$<  information  and  referral  of  clients  experiencing  job  performance 

CO  2?  5*  difficulties  related  to  drug  and  alcohol  abuse,  marital,  financial, 

2  ^  <j  family,  legal,  or  other  personal  problems. 

ui  ■"*  «0     2.  Develops  and  conducts  educational  and  training  sessions  for 

S  ££  ^j  departmental,  managerial,  supervisory,  and  union  personnel  regarding 

?  S  ^5  employee  assistance  program  services,  and  early  identification  and 
j)     wa  referral  of  employees  with  job  performance  problems  related  to  personal 

3  issues. 

3.  Provides  consultation  to  departmental  managers,  supervisors, 
union  personnel,  and  family  members  regarding  specific  issues  of 
individual  employees;  recommends  specific  methods  or  techniques  for 
resolving  performance  problems,  including  appropriate  managerial  and 
supervisory  interventions. 

4.  Provides  crisis  intervention,  short  term  counseling  and  conflict 
resolution  services  to  employees  who  are  either  self-referred  or  directed 
to  the  program  by  supervisory  staff;  conducts  follow-up  interviews  with 
managers,  supervisors,  unions  and  employees  to  determine  the 
effectiveness  of  services  provided. 

5.  Participates  in  the  assessment  of  the  quality  and  suitability  of 
community  programs  for  EAP  clients;  functions  as  liaison  between 
community  based  programs  and  the  Employee  Assistance  Program. 


CLASS  TITLE:  SENIOR  EMPLOYEE  ASSISTANCE  COUNSELOR  CODE:  2595 

EXAMPLES  OF  DUTIES:  (Cont.) 

6.  Collects  and  analyzes  program  data  such  as  program  activity 
statistics  and  results  of  questionnaire  surveys  to  evaluate  services  and 
identify  program  needs;  prepares  related  reports. 

7.  Assumes  program  administration  responsibilities  in  the  absence  of 
the  director. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars...  Applicants  must  be  guided  solely  by  the  announcement 
of  the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Requires  comprehensive  knowledge  of 
substance  abuse  treatment  modalities  and  the  effects  of  chemical 
dependency  in  the  workplace;  public  and  private  community  resources; 
organizational  behavior  and  group  dynamics. 

Requires  the  ability  to  design  and  implement  survey  questionnaires 
and  analyze  data;  develop  and  present  management  training  programs; 
prepare  clear  and  concise  reports;  and  communicate  effectively,  both 
verbally  and  in  writing. 

ADOPTED:   1-8-87 

#01 53b 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   EMPLOYEE  REFERRAL  PROGRAM  DIRECTOR  CODE:   2596 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction  is  responsible  for  directing  the  Employee  Referral 
Program  of  the  City  and  County  of  San  Francisco;  trains  supervisory,  union  and  other 
personnel  in  how  to  use  the  program;  functions  as  a  liaison  between  the  Program  and 
departments,  unions  and  community  agencies;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  a  one-position  classification,  responsible  for  directing  the  Employee 
Referral  Program  of  the  City  and  County  of  San  Francisco.  The  goals  of  the  Employee 
Referral  Program  are  to  provide  assistance  to  employees  whose  personal  problems,  including 
alcoholism,  drug  abuse,  family  or  marital  problems  and  emotional  stress,  are  affecting 
job  performance.  Such  assistance  is  provided  before  disciplinary  action  is  taken  by  the 
department.  The  program  offers  confidential  service  to  which  employees  may  self -refer 
before  their  problems  become  severe  enough  to  affect  job  performance.  The  services  offered 
by  the  Program  in  order  to  achieve  these  goals  include  information,  counseling,  referral, 
consultation  and  training. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  Employee  Referral  Program  by  planning,  implementing,  coordinating 
and  evaluating  the  services  offered  by  the  program;  supervises  program  staff  and  daily 
operations;  prepares  related  program  documents. 

2.  Trains  supervisory  and  other  employees  and  union  personnel  in  the  philosophy 
and  use  of  the  program  and  in  dealing  with  performance  problems;  provides  alcohol,  drug 
and  mental  health  education. 

3.  Coordinates  the  implementation  of  the  program  in  specific  City  and  County 
departments  by  negotiating  policies  and  procedures  with  employee  representatives  and 
department  management. 

k.     Functions  as  liaison  between  the  Employee  Referral  Program  and  community  agencies. 

5.   Provides  professional  diagnostic  and  referral  service  for  employees  with 
alcoholism,  drug  abuse,  family  or  marital  problems,  emotional  stress,  financial  or  other 
personal  problems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  possession  of  a  Master's  Degree  from  an  accredited 
school  with  major  course  work  in  rehabilitation  counseling,  industrial  psychology,  health 
education,  social  welfare  or  a  related  field. 

Requires  four  years  of  experience  in  a  treatment  or  rehabilitation  program,  at  least 
two  years  of  which  must  have  been  in  the  field  of  alcoholism  and  includes  experience  in 
community  liaison  work. 
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4ENIMUM  QUALIFICATIONS:  continued 

Knowledge,  Abilities  and  Skills:  Requires  both  broad  and  specific  knowledge  of: 
irug  and  alcohol  problems  and  mental  illness;  of  various  alcohol  treatment  philosophies 
md  modalities;  of  resources  available  for  treatment  of  the  above  problems  and  employee 
tssistance  "broad  brush"  occupational  programs;  the  roll  of  supervisor,  employee  evalua- 
tion and  counseling. 

Requires  the  ability  to:  formulate,  implement,  coordinate  and  evaluate  a  compre- 
lensive  employee  referral  program,  write  reports  and  prepare  effective  brochures. 

Requires  clinical  treatment  and  community  organization  skills;  above  average 
>ersonal  communication  and  organization  skills  as  well  as  skill  in  the  application  of 
i  variety  of  training  techniques. 

PROMOTIVE  LINES: 

?0:    22k6   Assistant  Director  of  Clinical  Services  I 

TCOM:  To  be  determined 

LDOPTED:  6-15-70 

lMENDED:  5-2-77 


(NEW  CLASS)  SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   EMPLOYEE  REFERRAL  ASSISTANT  CODE:  2597 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  responsible  referral  and  counseling  activities 
in  relation  to  the  employee  rehabilitation  program;  functions  as  advisory  and 
referral  agent  for  the  employee  and  supervisory  personnel;  analyzes  personnel 
data  and  other  records;  recommends  referral  action  on  basis  of  findings;  works 
with  employee  supervisors,  union  representatives  and  departmental  representatives 
in  attempting  to  guide  the  employee  to  a  successful  recovery. 

Requires  responsibility  for:   Carrying  out  and  explaining  established  re- 
ferral methods  and  nrocedures  to  departmental  managers,  employees  and  others; 
preventing  loss  df  man  hours  through  unsatisfactory  work  performance  by  assisting 
in  the  early  identification  and  treatment  of  problem  employee  drinkers;  recommend- 
ing referral  agencies;  making  regular  contacts  with  employees,  their  supervisors 
and  others  concerned;  gathering,  compiling  and  reviewing  important  personal  and 
confidential  information. 

EXAMPLES  OF  DUTIES: 

1.  Interviews  and  discusses  personnel  records  with  employee;  obtains  and 
researches  case  histories  and  records  by  contacting  employee  supervisors  and 
department  personnel  officers;  analyzes  personnel  records  to  determine  cause  of 
employee  behavior. 

2.  Evaluates  information  obtained;  may  refer  employee  to  outside  agencies 
utilizing  community,  public  and  private  resources;  may  follow-up  with  employee's 
supervisors  as  to  continuing  job  performance; may  be  required  to  contact  and  survey 
outside  facilities. 

3.  Participates  in  meetings  with  medical  and  mental  health  personnel  to 
discuss  individual  employees  and  methods  of  program  development;  coordinates, 
plans  and  participates  in  educational  meetings  and  seminar  discussions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college  or 
university,  with  a  baccalaureate  degree,  with  major  course  work  in  social  service, 
industrial  science,  psychology,  sociology,  personnel  management,  or  a  related  field. 

Requires ' three  years'  experience  participating  in  a  program  for  alcoholics 
or  related  administrative  experience  as  a  staff  member;  or  an  equivalent  combination 
of  training  or  experience  which  demonstrates  personal  interest  or  an  understanding 
of  the  goals  and  the  alcoholic  program.  One  year  of  graduate  study' in  an  accredited 
graduate  school  may  be  substituted  for  one  year  of  experience. 

Knowledge,  Abilities  and  Skills:  Requires  knowledge  of  the  methods  of  dealing 
effectively  with  the  alcoholic;  of  community  Dublic  and  private  resources  available, 
and  of  pertinent  r"les  and  regulations  relating  to  City  and  departmental  personnel 
practices  and  procedures. 

Requires  considerable  discretion  and  ability  to  communicate  with  alcoholics 
in  various  job  categories  and  with  department  supervisors  and  personnel.  Must  be 
skilled  in  interpretation  of  reports  and  personnel  records  and  in  writing  and 
analyzing  case  histories. 

PROMOTIVE  LINES: 

To   :   2596  Employee  Referral  Program  Director 

From:   Original  examination 

ADOPTED:   12/7/70 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO  ppAwncrn 

DEPARTMENT  OF  HUMAN  RESOURCES  bAN  hHANUbUl- 

PUBLIC  LIBRARY 

JOB  CODE  TITLE:  ASSISTANT  MEDICAL  EXAMINER  JOB  CODE:  2598 

Business  Unit:  COMMN 

Definition:  Under  the  administrative,  legal  and  medical  supervision  and  direction  of  the  Chief  Medical  Examiner, 
incumbents  in  this  class  perform  difficult  and  specialized  professional  medical  work  in  the  field  of  forensic 
medicine,  which  requires  advanced  and  specialized  education,  training  and  experience.  Incumbents  in  this  class 
serve  as  an  Assistant  Medical  Examiner  in  accordance  with  state  law. 

Distinguishing  Features:  The  duties  of  the  class  involve  the  evaluation  of  injuries  and  evidence  in  the  living  and 
the  medico-legal  investigation  of  death.  As  such,  the  Assistant  Medical  Examiner  is  distinguished  from  other 
medical  specialties  by  the  required  specific  training  and  experience  and  board  certification  in  the  subspecialty  of 
forensic  pathology.  This  class  is  distinguished  from  class  2584  Chief  Medical  Examiner  in  that  the  latter  class  is 
designated  by  the  State  of  California  as  the  legal  authority  for  medico-legal  investigations  in  the  county  and  is 
responsible  for  directing  the  activities  of  the  department. 

Supervision  Exercised:  May  supervise  Medical  Examiner's  Investigators,  residents  or  fellows  during  scene 
investigations.  May  supervise  Forensic  Autopsy  Technicians  during  the  medico-legal  autopsy  and  Medical 
Examiner's  Investigators  during  the  continued  investigation  of  a  case. 

Examples  of  Important  and  Essential  Duties:  According  to  the  Civil  Service  Commission  Rule  109,  the  duties 
specified  below  are  representative  of  the  range  of  duties  assigned  to  this  job  class  and  are  not  intended  to  be  an 
inclusive  list. 

1.  In  accordance  with  California  Penal  Code  Section  830.35,  the  Medical  Examiner  and  his  investigators  are 
peace  officers.  California  Government  Code  27530  states  that  in  the  absence  of  the  Medical  Examiner,  his 
investigators  may  discharge  the  duties  of  his  office.  Therefore,  the  Assistant  Medical  Examiner,  acting  under 
the  authority  of  the  Chief  Medical  Examiner,  legally  represents  and  acts  for  him  in  his  absence. 

2.  Utilizing  the  principles  of  Forensic  Medicine,  Criminalistics  and  the  Forensic  Sciences,  and  in  accordance  with 
recognized  professional  and  legal  standards,  examines  living  or  deceased  individuals  either  at  the  scene  or  at 
other  facilities  for  the  purpose  of  determining  the  timing,  nature,  and  age  of  injuries;  interprets,  documents  and 
collects  evidence  potentially  appropriate  to  criminal  proceedings;  performs  forensic  autopsies;  examines  tissues 
removed  during  those  procedures  in  the  preparation  of  microscopic  reports  along  with  the  appropriate 
interpretations  of  the  pathologic  and  toxicology  data  necessary  to  determine  the  cause  of  death.  Ensures  that  all 
assigned  staff  are  compliant  with  blood  borne  pathogen  regulations,  biohazard,  injury  and  illness  prevention 
safety  standards  and  forensic  safety  requirements. 

3.  Performs  forensic  autopsies  in  accordance  with  the  standards  of  the  National  Association  of  Medical 
Examiners  and  the  policies  of  the  San  Francisco  Medical  Examiner's  Office;  examines  tissue  and  evidence 
recovered  at  autopsy;  aids  the  Chief  Medical  Examiner  in  the  determination  of  the  cause,  circumstances  and 
manner  of  death,  as  required  by  law.  Maintains  knowledge  of  current  professional  standards  related  to  the 
performance  of  forensic  autopsies  and  the  interpretation  of  findings  by  review  of  forensic  journals,  professional 
training  and  conferences. 

4.  Reviews  detailed  and  complex  medical  records,  x-rays  and  photographs  for  the  purpose  of  interpreting  the 
medical  data  as  it  relates  to  the  legal  issues  of  a  particular  case. 

5.  Confers  with,  and  at  the  direction  and  approval  of  the  Chief  Medical  Examiner,  dictates  medical  findings  and 
prepares  the  official  and  legal  case  records  of  the  Medical  Examiner's  Office,  as  required  by  law,  based  upon 
their  observations,  interpretations  and  professional  judgement. 
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6.  Functions  as  part  of  the  investigating  team,  conferring  with  law  enforcement  officers,  Assistant  District 
Attorneys,  Assistant  Public  Defenders,  and  other  investigators  regarding  the  interpretation  and  significance  of 
their  findings;  reconstructs  or  works  with  other  investigator  members  of  the  team;  represents  the  Medical 
Examiner's  Office  in  interpreting  the  evidence  and  explaining  the  interpretation  and  mechanisms  of  injuries  in 
courts  of  law  through  testimony  as  an  expert  witness. 

7.  May  testify  at  a  Medical  Examiner's  Inquest  as  to  findings,  and  assists  the  Chief  Medical  Examiner  in  the 
determination  of  the  manner  of  death. 

8.  Subject  to  the  direction  of  the  Chief  Medical  Examiner,  supervises  and  trains  medical  students,  pathology 
residents  and  pathology  fellows  or  physicians  in  related  training  programs,  in  the  principles  of  forensic 
medicine.  This  training  includes,  but  is  not  limited  to,  the  interrelations  and  functions  of  the  forensic  team 
investigation  of  potentially  criminal  cases.  The  training  may  include  the  recognition,  documentation,  collection 
and  interpretation  of  evidence  from  living  or  deceased  individuals.  The  theory  and  practice  of  interpreting 
injuries,  sudden  unexpected  death,  environmental  or  work  related  injuries  and  the  effects  of  drugs  of  legal 
interest  are  included  in  their  responsibilities. 

9.  Directs  toxicology,  pathology  and  other  analysis  requests  to  the  appropriate  laboratories.  Interprets  the 
laboratory  results  of  these  and  other  laboratories  for  the  purpose  of  diagnosing  the  cause  of  death. 

10.  In  the  absence  of  the  Chief  Medical  examiner,  supervises  the  work  of  the  Forensic  Autopsy  Technicians  and 
the  Medical  Examiner's  Investigators  at  scenes  or  at  the  forensic  autopsy.  Reviews  and  monitors  their  work 
and  safety  practices  for  compliance  with  the  legal,  professional  and  published  department  standards. 

11.  Maintains  knowledge  of  the  current  legal  and  professional  safety  standards,  ensures  compliance  with  the 
published  safety  regulations  of  the  Medical  Examiners  Office,  including  those  requirements  for  working  with 
and  diagnosing  potentially  communicable  diseases  or  biohazards;  complies  with  state  and  federal  laws 
pertaining  to  notification  of  the  Chief  Medical  Examiner  of  any  suspected  biohazard  or  communicable  disease. 
Assists  the  Chief  Medical  Examiner  in  the  notification  of  the  Department  of  Public  Health,  other  law 
enforcement  or  first  responder  agencies,  and  other  regulatory  agencies. 

12.  Performs  related  duties  as  required  or  directed. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  federal,  state  and  local  laws  and  regulations  governing  the  operations  of  the  Medical  Examiner's 
Office;  professional  standards,  such  as  those  promulgated  by  the  National  Association  of  Medical  Examiners 
(N.A.M.E.),  for  the  practice  of  forensic  medicine;  procedures  and  techniques  of  scene  investigation,  recognition, 
documentation  and  collection  of  trace  evidence;  medico-legal  techniques  necessary  to  determine  the  cause, 
circumstances  and  manner  of  death,  as  required  by  law;  procedures  and  techniques  utilized  in  forensic  medicine, 
including  the  medico-legal  autopsy,  the  collection  of  evidence  for  forensic  toxicology  and/or  DNA  testing;  methods 
and  procedures  for  the  interpretation  of  forensic  toxicology  and  laboratory  results,  and  interpretation  of  histology 
and  clinical  chemistry  results,  especially  as  associated  with  the  cause  and  time  of  death;  biohazard  and  blood  borne 
pathogen  standards  applicable  to  forensic  medicine,  as  well  as  other  safety  procedures  necessary  for  the  safe 
performance  of  forensic  examinations;  procedures  and  practices  related  to  the  gathering  of  forensic  evidence,  its 
processing  and  correct  storage  and  the  performance  of  forensic  autopsies. 

Skill  and  Ability  to:  examine  an  injured  child  or  adult  and  recognize  abused  individuals;  examine  victims  and 
suspects  for  signs  of  injuries  and/or  intoxication,  document  those  injuries,  collect  biological  or  physical  evidence, 
and  interpret  injuries  as  to  age,  cause,  and  the  degree  of  force  necessary  to  effect  those  injuries;  recognize  those 
factors  that  contribute  to  or  alter  injuries;  maintain  the  standards  of  the  San  Francisco  Medical  Examiner's  Office 
and  the  National  Association  of  Medical  Examiners;  communicate  effectively  a  reconstruction  or  interpretation  of 
the  scene  and  evidence,  the  medico-legal  autopsy,  investigative  and  observational  findings  in  writing  and  verbalh  . 
testify  clearly  and  concisely  at  public  hearings,  courts  of  law,  and  before  the  Grand  jury  in  a  professional,  neulial. 
and  convincing  manner;  review  and  evaluate  medical  records  and  related  investigative  reports;  prepare  clc.u. 
concise  and  effective  written  report  or  communications;  speak  in  a  clear  and  understandable  manner  Appropriate  to 
the  understanding  of  an  audience  or  jury;  listen  and  effectivel)  elicit  information,  sol  task  priorities  and  coordinate 
the  work  W  hedule  of  the  I  Ornish  Autopsy  Technicians  in  a  logical  and  productive  manner;  train  and  monitor  the 
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performance  of  staff,  fellows  and/or  physicians  in  the  safe  performance  of  legal  medicine  and  forensic  autopsies; 
use  a  computer  to  access  and  input  information  as  well  as  to  prepare  written  documents  and  reports  of  their 
examinations  and  findings. 

Experience  and  Training  Guidelines: 

Graduation  from  an  approved  medical  school  with  possession  of  an  M.D.  or  D.O.  (Doctor  of  Osteopathy)  degree, 
or  the  United  States  accepted  equivalent;  AND 

Satisfactory  completion  of  a  residency  program  approved  by  the  Council  for  Graduate  Medical  Education  in 
pathology  with  possession  of  or  eligibility  to  sit  for  the  examination  for  board  certification  in  anatomic  and/or 
clinical  pathology  and  the  subspecialty  of  forensic  pathology. 

Licensure/Certification: 


Possession  of  a  valid  license  as  a  Physician  and  Surgeon  issued  by  the  California  State  Board  of  Medical 

Examiners. 

Possession  of  or  eligibility  to  sit  for  the  examination  in  the  subspecialty  of  forensic  pathology  issued  by  the 

American  Board  of  Pathology.  If  the  candidate  does  not  already  possess  board  certification  in  anatomic  and  or 

clinical  pathology  that  has  been  issued  by  the  American  Board  of  Pathology,  s/he  must  obtain  board  certification  in 

the  primary  board  certification  within  two  years  of  employment  and  in  forensic  pathology  within  three  years  of 

employment.  With  the  loss  of  eligibility  to  sit  for  the  specialty  examination,  the  individual  would  be  considered  no 

longer  qualified  for  the  position  of  assistant  medical  examiner. 

All  appointees  must  possess  and  maintain  a  valid  California  Driver  License,  class  C  or  higher. 

Other  Legal  Requirements:  In  accordance  with  Section  830.35  of  the  Penal  Code,  incumbents  in  this  class  are 
legal  deputies  to  the  Chief  Medical  Examiner,  and  are  therefore  peace  officers  Applicants  must  qualify  for  peace 
officer  status  as  set  forth  in  State  of  California  Government  Code  sections  103 1,  and  must  pass  a  peace  officer's 
background  investigation  prior  to  appointment. 

Special  Requirements:  Nature  of  duties  may  require  sustained  physical  effort  involving  manual  skill  and 
dexterity,  physical  ability  to  lift  dead  bodies  and  remove  them  from  the  scene  of  death,  and  24-hour  "on  call" 
availability  to  respond  to  scenes  of  sudden  death  or  injuries.  Work  environments  may  entail  exposure  to  accidental, 
physical,  chemical  and/or  biological  health  hazards;  unpleasant  odors  or  conditions;  frequent  exposure  to  sudden, 
unexpected  and  sometimes  violent  deaths;  and  exposure  to  disagreeable  elements  or  situations  inherent  in  this 
specialized  field. 

NOTE:  This  class  is  exempt  from  Civil  Service  appointment  under  Section  10.104.13  of  the  City  Charter. 

Effective  Date:  2/20/01 
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